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MNotice of Non-Discrimination

The Mississippi State Board of Education, the Mississippi Department of
Education, the Mississippi School of the Arts, the Mississippi School for the Blind,
the Mississippi School for the Deaf, and the Mississippi School for Mathematics
and Science do not dhscnminate on the basis of race, color, religion, national
angin, sex, age, or disability in the provision of educational programs and services
or employment opportunities and benefits. The following office has been
designated to handle inquines and complaints regarding the non-discnmination
policies of the above mentioned entities.

Director, Office of Human Resources
Mississippi Department of Education
359 North West Street, Suite 359
Jackson, Mississippi 39201

(601) 359-3511
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INTRODUCTION

The textbook sdoption system employed by the State of Mississippi 1s.an orderly process by
which textbooks from the marketplace are reviewed and selected for use in school clussrooms.
The major participants in this system are the publishers/vendors that submit matenals for
adoplion, the textbook rating comimittees that evaluate and recommend the materials for
adoplion. the Mississippi State Board of Education which officially adopts the textbooks, and
finally, the local school districis which select and place into use the textbooks that have been
adopted. In order to mamtain the integrity of the process, specific procedures have been
developed for each of the groups 1o follow throughout the adoption year.

I'hrese procedures will provide a broader understanding of the adoption process and emphasize
the commoen goal o the paricpant groups - quality 1extbooks for Mississippi classrommns,

MISSISSIPPI DEPARTMENT OF EDUCATION TEXBOOK OFFICE

SHIPPING ADDRESS
500 GREYMONT AVENUE, SUITE G
JACKSON, M5 39202

MAILING ADDRESS
P.0. BOX 771
JACKSON, M5 39205-0771

TELEFHONE NUMBER
{GOT) 354-T543

FAX NUMBER
(601) 354-T590

WEBSITE
www itide k2 ms ustexibook texibooks hitm




MISSISSIPPI
2007 CALL FOR BIDS

bo e welogang the " Call Tor Bids"™ for the 2007 Adogtion, the Stie Board of Educaiion bias made reference 10 il
APPFROVED COURSES FOR THE SECONDARY SUHTMILS OF MISSISSIPFI 2(07-2008, The docomeni
can be downlosded from the Follewing wehsiice:

Wiz wwmade k1 2 omis, us! AC ATVIDAC urriculumdplds/Secondary-Schools-Conrses-2H07- 2608, pd .

Aw prhlishers vendors make decisions regarding the submission of texthooks for consideration for adeption in the
v categories, the appropoote CURRICULUM FRAMEWORE shooid be consulted 1o ensure that the
iestboks bemg proposed and bid propeds match the cumiculom requirements,

Pablbiers vendors it have ned recedved o copy of the appropriate CURRICULLUM FREAMEWORE For tle various
catepd i oy dosse by calling (he wlephone muombers listed below, The framework may be viewed s the MDE

Hemrd Wiebhsee a3 hop owsow el begival coasy presd donoliodean sigdepte
Boasness and Technolooy (K-132) I'recinn Careen, Bureau Direcior
Edluwesiiom Ofice of Corriculum and Instroction
E-mail Address- tgreenfo mde k12 msus

Phone Momber- (601) 3502586
Frx Momber- (601§ 3552040

Mathemntics Education {k-12) Marcus Thompson — hath Specialisi
fice of Curriculum and Instroction

E-mail Address- mithempsond mde k12 ms. us
Phone Number - (601) 3159-2586
Fax Mumber — (601 359-2440

briver’s Educntion (-1 Jumes Brooks-Driver & Safety Education Spoecialisi
[MTice al Sale & Crderly Schools
E-mail Address- jhrooksi 12 ms
Phone Number < (401 )359- 1028
Fax Somboer- (601) 3503184

I aceordance with state wsibook low, the cvalustion and rating process is implemenied by a smes of mimg
cobiitrnbieen. Fack mbing commitiee consiss ol aven members Esch commitiee miember oy recommenid upy to
erghe TEXTMHIKSSERIES bvach catepory,

Fisel on e felloowing pagees B information reparding (e smme OF cacl commanties aisd the bstrucnonal cotepories
arsppreicd foe cach commmaiiee for neview and subsequend rabmg



Commitiec Mamo

MISSISSIPPL
2007 Adoption Call

. ?-Suhjccl Arcal
| Grade Level

Instructional Category

Business & Technology | K-12

Education

Computer Literacy 1-6
Computer Literacy 7-8
Accounting |

Accounting 11

Advanced Software Tuopics
Business Law

Certified Advanced Networking |

Certified Advanced Networking 11

Certified Advanced Networking 111

Certified Advanced Networking 1V
Communications in Busimess

Computer Applications

Computer Engineering |

Computer Engineering 11

Deskitop Publishing 1

Desktop Publishing 11

Digital Media Desizn

Digital Photography

Digital Video

Entreprencurship

Financial Technology

Global Marketing

Graphic Design |

Graphic Design 1

Home Technology Integration

Information Processing

Innovative Applications Using Technology
International Business and Public Policy
kevboarding

Multimedia Projects

Network Essentials

Personal Finance

Programming | - Beginning

Programming |- Foundations

Programming |- Introductory

Programming Il

Research Using Technology's Information Tools
Telecommunications
Web Page Design |
Weh Page Design 11




Committee Name

Subject Areal
Girade Level

Instructional Category

Waord Processing

Pandwit Netweork Infrastructure Exsentials
Principals of Computer Aided Drafting
Programming Advanced

Advanced Deskiop Publishing

Computation in Business

Computer Science A- Advanced Placement
Computer Seicnee AB-Advanced Placement
1T Essentials 1-PC Hardware and Software

IT Essentinls IT: Networking Operating Systems

Diriver's Hﬂllﬂ_l-i.l-];l

Muﬁmuﬁu

9-12

L

@12

Driver Education

Mlathematics K-6

Mathematics (6-7)
Compensatory Mathematics (6-8)
Pre-Algebra (6-8)

Transition to Alpebra (7-8)
Algebra T (7-K)

Algebra |

Algehra 11

Adwvanced Algebra

Calculus

Caleculus AB.. Advanced Placement
Calealus B.C., Advanced Placement
Compensatory Mathematies (9-12)
Discrete Mathematics

CGeometry

Introduction to Engineering
Pre-Caleulus

Pre-Algebra

Stntistics

Statistics, Advanced Placement
Survey of Mathemaltical Topics
Transition to Algebra
Trigonometry

£




DEFINITIONS

Some terms used in the "Call for Bids" require clanfication. For the convenience of
publishers'vendors and state rating committees, the following terms are defined:

Textbook:

Teacher's Edition:

Supplemental:

Anciflary Materals:

Sample:;

Esmmenation Copy!

Hardware:

Any medium or manual of instruction which containsg a systematic
presentation of the principles of o subject and which constitutes a
major instructional vehicle tor that subject. (Mississipm Code
Annotated Section 37-43-1)

Hardhound book that may be referred to as an Annotated Teacher's
Edition or Wraparound. Teacher’s editions in the form of a CD or
onhing may be accepted, Consideration will be given o an
individual basis for companies that produce anything other than the
traditional teacher's edition,

Student or teacher materials that stand alone and de not constitute
the principal source of stedy for o subject or course.

Student or teacher matenials that are destpned 1o sappor a lexthook
bt are not an integral part of the wextbook.

Any product sent by publisher’vendor 1o school distniet that s free.
This sample 15 yours 1o keep, Complimentary 15 also a tenm used
when referring tooa sample

Product sent 1o Stare Rating, Committee member ndior Local
Schectron Commuttee member for their review and consideration
for adoption, These materials must be retumed to School Book
Supply Company of Mississippi, Passwords for online curmiculum
will expire after the adoption process.

The equipment required to use clectromie-based matenals.

The State Board of Edueation, at this time, does not adopt:

e Supplemental Materials

& Hardware

1



MISSISSIPPI
PUBLISHERS' PROCEDURES

I.

REGULATIONS FOR PUBLISHERS

A.

BIDDING PROCEDURES - Publishers/vendors holding current texthook contracts

wilh the Stote of Mississippr will automatically receive o packe! of information
containing necessary bid-related forms, the textbook low, a list of texthooks 1o be
adopted, and all ether mtormation necessary for the proper submission of bids. Other
interested publishersivendors should call the Mississippi Department of Education
(MDET - Textbook Office at (6011 3534-7543 or write the Textbook CHBce and
request the packet of bid materials,

PROPOSAL FORMS — Proposal forms must be submutted to the Textbook
Office by 5:00 P.M. on the date designated on the ADOPTION CALENDAR
FOR PUBLISHERS. Proposals recerved afler this time will not be accepted.
Twelve copies of each proposal Torm must be filed, A set of mstroctions will
accompany the proposal forms in the bid packet. These instructions should be
followed closely. Tn the completion of the proposal forms, publishers/vendors
shiowld take the appropriate measures 1o ensure that the texthooks being
proposed are consistent with the reguirements outhined i the appropriate
CURRICULUM FRAMEWORK FOR THE STATE OF MISSISSIPPL A
vendor must speeity hardware or special equipment needed to review any item
included ina proposal. AlTected vendors must loan the necessary hardware or
special equipment to those State Rating Commuttee members when it i5
requested.

Texthooks will not be changed after the submission deadline from one
committee area to another without written requoest from the publisher. No
changes will be made in the submitted proposal forms after the traming
wetivities for the State Rating Conmmittees have ended. Publishers submitting
proposals on manuserpt/galley prool mest not make *substantive changes
{*mimimum changes that do not affect the compatibility of textbooks that a
district may have in use-MDE reserves the right to review and grant permission
before any change can be made) in the title or in the content of the textbooks or
senes or in the manuescripl. Proposal Torms must be submatted separately from
the bad forms. Please Keep in mand that a publisher may not bid a texthook tha
wias not propesed; however, 1t 1s permissible to propose a book and not bid it
Proposal torms transmatted by any electrone means will ot be accepted.

BIDS - Bids for texthooks previously lhisted on proposal forms must be
submitted to the Mississippr Department of Education by 5:00 PM. on the date
designated on the ADOPTION CALENDAR FOR PUBLISHERS. No bids will
be accepted after this time. Bids will be opened the next day as designated on
the Adoption Calendar for Publishers, The bud shall be made in tnplicate on the



Otticial Mississipp Texthook Bid Form following the format. All bids must
also be submitted on CD. Two copies on CD are reguested. Bids not
following the format will not be consilered. Bidders will quote their lowest net
wholusale price, sccording 1o the provisions and under the conditions set forth
m Section 37-43-23 of the Missaissipps Code of 1972,

Atextbook may only be proposed and bad in one category, Textbooks currently

undder contract in Mississippi should not be bid, Bids should not be submitted in
the same package with the proposal forms. Bids transmitted by electronic means
will not be accepted,

|1 bock/ series 15 proposed and not bd, a letter must accompany the bid stating
that the given beok/series has been withdrawn.

Because we adopt the pupil edition, do not package or bundle any products with
the pupil edition or with any other product.

I publishers/vendors are using a special type of package for the product, then
deseribe the package as it must be a part of the bid and contract, The pupil
editton and the teacher edition must not be o pant of a package.

From Janwary |, until the start of the sdoption process, sample boxes may not be
shipped 1o districts, Sample materials may be requested in writing by the district
supenmntendent, textbook coordinator and/or principal. Sample materials shall
mclede the pupil editton. teacher edition, correlations and free with order list. A
sampler muy be used; however, it must have no retail value.

The Instructions and General Information for the completion of textbook
adoption proposal and bid shall be considered as o part of the handbook and
Tully incorporated herein.

MDE reserves the mght o regect the bid 1f terms are not easily iterpreted.

COMPUTER DISKETTES FOR BRAILLE TEXTBOOKS —
Publishersvendors must have svailable o hard copy and computer diskettes for
Braslle versions of literary and non-literary subjects according to the provisions
and under the conditions set forth i Section 37-23-199 of the Mississipp Code
of 1972, UPON REQUEST, PUBLISHERS/VENDORS MUST FURNISH,
WITHIN TEN WORKING DAYS, A HARD COPY AND DISKETTES TO:

The Masssssapm Schoal for the Bhind

Mr Kevin Klingrad

[ 252 Eastover Dinve, Adme Blde. Boom 200
lackson, MS 3921 |

(el ) S4R-R207



TEACHER EDMTIONS - Publishers/vendors with state-adopted textbooks are
required 1o provide teacher editions, if published, o accompany the pupil
editions requisitioned by the school district. One teacher edition per certified
tencher per classroom is required. This requirement inclodes special education
teachers, sdvanced placement teachers and alternative teachers.

ANCILLARY MATERIALS — Publishers/vendors submitting products for
adeption that are routinely sold W accompany the student texthook shall state on
the proposal and bid forms the non-escalating price at which the ancillames will
be seld, These may be purchased through their Mississippl depository for the
duration of the textbook contract, In districts where terminal servers are used, a
site hcense must be provided 10 the school district at no extra charge. Schools
should be aware of the minmmum specifications of the hardware and be awane
that med all software 15 compatible with all systems. Schools will be responsible
for any technical suppon and any additional costs incurred in order (o utilize
suftware betng provided,

FREE MATERIAL - Publishers/vendors that wish to make free matenals
{c.e.. correlation, ancillary materials, supplementary matenials, etc.) available to
school districts in Mississippi must state their mtentions w do s0 on their
stutement of free matenials form, The conditions under which these materials
will be gvailable to the schools must be clearly stated on the bid form.
Publishers may not offer options on free materials as part of their bad. If
publishers have electronic rems that are avaifable in audiocassette, C1 ROM,
or DV they may offer the different formats so that districts may sefect the
prefemad format. MDE reserves the right 1o reject this portion of the bad if terms
are not easily interpreted. Publishers/vendors WILL NOT be permitied 1o give
wwiy or prommise free matecial not certified on their bid form. No changes in the
free materials list will be permitied afier the bud's due date. All free matenal
provided by publishers/vendors. EXCEPT TEACHER EDMTIONS. must be
shipped at publishersivendors' expense; PUBLISHERS/VENDORS WILL BE
REQUIRED TO PROVIDE ALL LISTED FREE MATERIAL IN
ACCORDANCE WITH THE TERMS AND CONDITIONS INCLUDED
ON THE BID FORM. Publishers'vendors who bid free matersal 1o be given
pet student textbook every yvear for the lite of the contract should remember that
soime schooks have four by [our schedules: In this case the free material must be
aven o the school each time they teach the course,

OFFICIAL EXAMINATION COPY — An official examination copy, both
pupil edition and teacher edition, of each textbook for which a bid is
submitted must be liled with the MDE by the date designated on the
ADOPTION CALENDAR FOR PUBLISHERS. All texthooks furmshed
under the contract shall, at all times, during the existence of, be manufuctured
equal 1o, or i excess of, the Manulaciunng Standards and Specifications for
Textbooks established by the National Association of State Textbook
Admiristeators.



First edition, tirst printing 1s defined as a new book., senes or produet that has
heen created and printed for the first time. Revised books with new copyrighis
and [SBN changes are not considered first edition, first printing books. State
specific teacher editions that are custormized from the national editions are not
considered first printing, first edition books. The Textbook Office will review a
new product to determane 11 the new product 45 a tiest edition, Orst printing.

Publishers submitting first edition, first printing textbooks or other products for
review i the state must permanently mark all products. Ths imcludes the
offictal examination copies and any other copres that come into the state as
saimples. Acceptable markings are:

= Printing on the cover thal states "Examination Copy: Not for

Classroom Use,™

8 Drill a hole in the upper right hand corner, or

=  Cut the upper right hand corner at an angle.
Special consideration may be given on an individual basis for difTerent
markings tor first edition, first printing,

Each official examination copy must have a remavable label with the following
information m the lower right-hand comer:

= Subject and Course

o  Grade Level

s Complete Title

o Student Edition
# [Publisher

=  Copyright

s [SEN

FORM B and FORM M - Each bidder shall pluce inside the front cover of
the OFFICIAL pupil examination copy, a statement of warranty (FORM B or
FORM M} The publisher/vendor shall certify warranty whether the textbook or
medin furnished will conform o the Manufcturing Standands and
Specifications. Do not file FORM B and FORM M with the bid or proposal.
Official pupil-sample copres received without a FORM B or FORM M inside
the: tromt cover will not be considered until a representative of the
publisher/vendor correctly affixes the form, (NOTE: Publishers/vendors
suhmitting galleyvs or manuscripts should attach a FORM B or FORM M
based on the standards and specifications that the textbooks/media, when
they are finished, will meet).

CONTRACTS WITH THE STATE OF MISSISSIPPL - The hdder, or
badclers, 1o whom contracts sre awarded, will be required to provide three
copies of the Official Mississipp Textbook Contrmct withool change, addion,
o madification. Also, make ond execute a pood and sufficient bond (executed
i friplicate; Mississippi Code Annotated 37-43-23) pavable to the State of

14



Mississippt with a surety thereon. The amount of said bond as fixed by the State
Board of Education is 82,500 plus 3500 per title or grade level.

CONTRACTS WITH THE STATE OF MISSISSIPPL - The bidder or
bidders 1o whom contracts are awarded by the State of Mississippi shall be
required to execute contracts with a publishers’ depository in Jackson,
Mississippi, for the distribution of adopted textbooks, A STOCK OF
TEXTBOOKS SUFFICIENT TO MEET ALL REASONABLE AND
IMMEDIATE DEMANDS SHALL BE HELD AT A MISSISSIPPI
DEPFOSITORY.

Publishers should submit for adoption textbooks that will be available 1n ample
supply on July 1 of the year after the adoption. It is the responsibility of the
publisher to meet with depository personnel prior to the implementation of the
contract 1o ensuere that adequate copies of the adopted extbooks sre on hand at
the depository to meet anticipated needs.

1. MANUSCRIPT/GALLEY PROOVF — I the finished textbook 1s not available by

the date designated on the Adeption Calendar for Publishers, a publisher may
submit o manuscrpt/galley prool, However, a bound official sample SHALL be
filed with the Mississippi Department of Educotion by 53:00 P.M. on the day
preceding the adoption decluration by the State Bound of Fdueation. Failure o
mieet this deadline will result m the wxthook being removed from consideration
tor adoption. I the fimshed textbook becomes available after the

mianuseripl/ galley has been submitied. but before the presentation of the sad
texthook to the commuitiee. the publisher's representative may hand deliver the
finished texthook 10 the committee and pick up the manuscript/galley. When o
manuscript galley is submitted for review by the commitiee, no®*substantive
changes {*minimum changes that do not effect the compatibility of textbooks
that school distnicts may have inuse-MDE reserves the right to review and grant
permussion betore any chanpe cen be made) may be made in the content.

12, ADOPTION PERIOD - The contracts for texthooks for Mississipp are executed

tor five years, lour years for computer education, with the option 1o extend the
contracts annually for o maximum of two vears on one-year basis (Mississippi
Code Annotated 37-43-19 ), Texthooks adopted by the State Board of Education
will go under contract the following July |,

[ INAPPROPRIATE MATERIALS - Texthooks that contain chscene. lewd,

sexist or vulgar material, advocating prejudicial behavior or actions,
encouragmg acts determined to be anti-social or derogatory to any race. sex or
religion will mot be considered for adoption by the Mississipp State Board of
Education.( Mississippr Code Annotated 37-43-31{5))

14. DURING THE ADOPTION PROCESS - When o company has bid an e

during the sdoption process for sale or fo be iven with the prodoct, it mst sell



the product for the full catalog price. If the item 15 speaific to the state, then i
canndl be giver o sold until after the adoption process 1s complete.

15. CORRELATION TO THE MISSISSIPPI CURRICULUM FRAMEWORK -
The correlation 15 required for cach textbook/software product submitted for
adopiion consideration. The correlation must be in the format listed in the
proposal/bid package. Eight copies must be provided to the Texthook Office on
the date listed on the calendar.

16. SUBSTITUTIONS DURING CONTRACT PERIOD - The State Board of
Education permits a publisher to substitute an updated copyright at any time
after an adoption or during o contract period provided the following conditions
are mel

b,

d,

The substitution reguest is submitted i writing along with one copy of the
revised student and teacher edinons along wath a revised FORM B ar
FORM M.

The texthook 15 compatible and may be bsed i the same classroom os the
previous copyright,

There will be no price inerease in the contracted mmount.

Pubhshers keep in print the original {old) copyright Tor an adoption and
alao make available the substitation (new) copyright so that either
copyright can be avalable to the schools for purchase and flexibility.
Exceptions will be made on a book-by-book situation especially in
Advanced Placement { AP) courses.

The new copyright must also have new leachier matenals/resources or
must be compattble with the old copynight.

7. BID INFORMATION - MDE reserved the reht to distnbute bid imformation
udvance of the submission date for the proposals. Any publisher/vendor
wishing to propose and bid during the upcoming adoption must have a stafl
member from the contracts department receive and respond to notification
and/or attend the meeting if applicable. The contract staff members
receiving information orfcither attending the bid meeting should not go
into & school diztrict and do not need (o be certified.

18. BROCHURES - It a company wishes to use a free with order brochure or a
national brochure that describes the product in detail, the information listed in
the brochure and the ttems on the bid must be the same. The products must be
listed by the complete name. o not change the names of products. I would be

helplul o hist the pradiects on the Bid and brochore in alphabetical order. The
I5E™M must be hsted (m o small but readoble prnt) next e cach fem on the

Iy



brochure. All brochures will be reviewed and must come from the office of
contracts. A draft of the brochure is scceptable for review provided changes are
not made after the review,

19. LEXILE READING LEVEL The Mississippi Depariment of Education
utilizes the Lexile Framework for Reading as part of the state pssessment. In
order to work with the system we strongly urge publishing companies (o provide
the Lexile Reading Level (www. mide k12 ms us/lexiles for each title they
sabmetted lor adoption,

20, VIOLATIONS - If a publishing company violates any of the provisions of this
section or any section of the Handbook, such publishing/vending company’s
textbooks may not be considerad Tor adoption; or the State Board of Education
may imipese any other penalty deemed appropriate.

PUBLISHERS' REPRESENTATIVES - The State Board of Education has
approved the following general information concerning representatives from the
publishing companies:

1. PUBLISHERS® EMPLOYEES — No teacher in any of the schools of the state,
a0 county or municipal superintendent of schools, and no person officially
comnected with the government or direction of any school shall, dunng the term of
his office as said superintendent or during the time of his or her employment as
teacher, act as agent or attomey for any Wexthook publishing company selling
textbooks m this state. I, after election ns county or municipal superintendent or
employment as teacher, any person filling such position accepts the agency or
attornevshp of any lexthook publishing company, the scoeptance of such agency
or atterneyship shall work a forfeiture of the office or position as teacher held at
the time ol the acceptance of such agency or attorneyship. (Section 37-43-39 of
the Mississippi Code of 1972, Annotated. )

2. PUBLISHER REPRESENTATIVES — Pubhshers/vendors will be imated 10
five representatives working in the state at any one time during an adoption,
Teachers may nol oot as o publisher’s representative,

3. COLLEGE REPRESENTATIVES If & publisher has a college
representabive, this representative’s activities will be mited 1o the college area
unless he/she is one of the live representatives to work in the adoption. If the
college representative works outside the college urén that representative must be
vonsidered as one of the five working in the stale.

4. MANAGERS — Managers may have consultations with the representatives
during  the adoption process. Managers that are in the state consulting with ther
representatives are not counted as one of the five representatives. However, if the
manager calls on schools or attends the local heatngs/caravim, hefshe wall be
considered one of the Ave representatives,



C.

5. MEETINGS - Sales Hepresentatives from the compames that are
parhicipating in the sdoption must atiend the regquired meeting a8 histed on the
Calendar. There will be a minmmum of two planned mectings ecach year. Other
meetings may be added as needed 1o conduct the adoption process.

6. VIOLATIONS - If a publishing company violates any of the provisions of
this section or any section of the Handbook. such publishing/vending
conmpany's textbooks may nol be considered for mdopnon; or the State Board of
Education may impose any other penalty deemed appropnate,

PUBLISHERS' REPRESENTATIVES AND STATE RATING COMMITTEES
- The adeption process in Mississippl involves State Rating Commuittees in the
evilluation and rating of textbooks as provided by law, Pubhishers/vendors may
recetve o lsting of the State Rating Committee meimnbers at the site of the enentation
session for State Rating Committes members or the Texthook Offce.

PRESENTATIONS

2.

Each publisher wall be Timited 1o one presentation with cach State Rating
Committee to which textbooks have been submitted, by the respective
publisher, for adoption consideration. Each vendor must provide the necessary
equipment that will be needed for making presentations to the State Rating
Commuittee, Each publisher will be allotted fifteen minutes for presenting one
book and ten minutes for each additional book or grade level, In no case will a
publisher be allotted more than a total of sixty minutes for a presentation to any
one committee; On the presentation day, o certified publisher representative will
be gvailable forone desgmated hour for contnet via telgphone by State Bating
Commmittee members to ask questions for clanfication. A maximum of 16)
minutes will be allowed for each representative o answer guestions of the State
Rating Commiltee.

NO presentations are {0 be made to the State Ratimg Commitice members on an
mdividuasl basis unless approved by the Director of Texthocks. PUBLISHERS
ARE NOT PERMITTED TO HAVE ANY CONTACT WITH STATE
RATING COMMITTEE MEMBERS UNTIL THE AUTHORIZED DATE
FOR PRESENTATIONS. TELEPHONE CALLS, PERSONAL VISITS,
WRITTEN CORRESPONDENCE, AND COMMUNICATION
THROUGH THIRD PARTIES WITH COMMITTEE MEMBERS ARE
STRICTLY PROHIBITED.

During the state rating connmnittee presentabions, the features and benetits of the
pupsl edition, fexcher editton ond ancillary matenials/'supportive matenals may
be dhsplayed and discussed within the allotted timeframe.

The materials that @ publishing company submits for adoption must provide
comprehension coverage ol the course content as outhined in the State
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Curriculum Framework and meets 80% of the mandated competencies.
Therefore o correlation to the curmeulum framework is required and must be
submitted to the Textbook Office on the date listed on the calendar as & part of
the bid package, Eight sdditional copies of the correlation must be mailed o the
Textbook Office according to the date on the calendar.

5. It should be noted that individuals serving on the State Rating Committees do so
at great personal sacrifice and for absolutely no remuneration, Certamly, cach
commitiee member 15 devoted to making a professienal contnibution through the
extensive review and subsequent rating of textbooks 10 be placed on the stale-
adopted list. Publishers/vendors taking 1ssue with the ratings assigned to their
textbooks by an mdvvidunl commattee member should discuss this matter with
the Texthook Dhrector in the MDE. Indeed, it is highly unethical and
unprotessional o confron! members of State Rating Commitiees regarding poor
or no ratings, Therefore, publishers/vendors MUST refroin from taking such
action after the announcement of the adoption results.

6. Each publisher shall furnish the Textbook Cffice on the specified date, a copy
of o one-page, one-sided, #4211 3-hole punched sheet of features, benefits
and any other important information about the book/senes being considered for
adoption.

T If & publishing company violales any of these provisions, ils lexthooks may nol

be comsidered for adoption; or the State Board of Education may impose any
other penalty deemed appropriate.

FORMAL ADOPTION BY THE STATE BOARD OF EBUCATION - There

will be no formal adoption hearings by the State Board of Education with
publishers' vendors' representatives. The results of the Board's adoption will be
available in the Textbook Office the day following the Board Mecting when the
textbooks are pdopted,

ADOPTION PROCEDURES ASSISTANCE - Many publishers/vendors have
participated in several texthook adoptions in Missizsippi through the yvears and
consegquently are guite familiar with the adoption procedures. However, there will be
some that may nod be totally famihar with the adoplion procedures,
Publishers'vendors with questions regarding the appropriate procedures to be
tollowed are encournged and requested o contact the Texthook Otfice at (601) 354-
7543 lor any assistande that may be needed.

1. OFFICIAL EXAMINATION COPIES

A,

OFFICIAL EXAMINATION COPIES FOR THE TEXTBOORK OFFICE - Each
publisher vendor must provide the Textbook Office with one set of official
examination copies of the textbooks bewng proposed amd bid. Only the pupil edition
amdd teacher edition should be sent (ancillary material should not be sent). These




examination copies should be received by the date designated on the Adoption
Calendar for publishers/vendors. If a fimished texthook 15 not available by this date,
the publisher should submit a manuscript or galley proof. Official Texthook Office
copies must be shipped directly to the office and the address listed in the front of the
handbook

Publishers/vendors submitting textbooks for adoption MUST supply/furmish the following;

Seven sets of officral westhooks samples (pupil editions and teacher’s editions,
correlations and feature and benefits) of each textbook proposed and bid for
distribution to the State Rating Commitiees for their review as part of the
evaluation and rating process must be sent for each committee area in

which textbooks are submitted. Publishers'vendors must pot include ancillary
materials with the examination copies going to the commiltees, or with the one sel
of pupil and teacher edintions sent to the Texthook Office at the MDE.

Eight sets of texthooks for display m the university libranes shall  be shipped 1w
the publisher's Mississippi depository.  Each publisher must send two comies of
the packing slip histing public and teacher editions sampled for each committee 1o
the Textbook Office. A sct of examination copies will be shipped 1o each of the
cight institutions of higher leaming. Texibooks should be placed in the reserve
section of the library or a location accessible o the public for evaluation. The
texthooks should remain on display for the hfe of the adoption. At the end of  the

adoption process, these sets of materials shall be shipped 1o the depository.

One official exanunation copy of the student and teacher edition of each textbook
submitted for conssderation for pdoption shall be submitted 1o 1he Textbook
Otfice, 500 Greymont Avenue, Suite G, Jackson, Mississippi 39202, DO NOT
SUBMIT ANCILLARY MATERIALS. It the finished textbook 18 not
pvatlable by the dole designoted on the Adophion Calendar for Publishers, a
publisher may submil a manuscriptgalley proof. However, a8 bound official
sample SHALL be filed with the Mississippr Department of Education by 5:00)
P.M. on theday preceding the adoption declaration by the State Board of
Education. Fmlure 1o meet this deadling will result i the textbook being
removed from considemtion for - adoption,

NOTE — No cxamination copies submitted by the publisher for review hy the
State Rating Committees may be returned to the publisher. Examination items
having resale value will be sold either to the depository or on the secondary
market with all procecds being deposited in the State Treasury Fund and
credited to the State Texthook Fund as authorized by law.

B. OFFICIAL EXAMINATION COPIES FOR STATE RATING COMMITTEES
Examination copies for the State Rating Commuittees will be shipped from the
publishersivendors” depository on the day the adoption-procedures meeting
concludes, Preliminary review of the examination copies by the commitlees will

20



oecur dunng the penod from the conclusion of the procedures meeting until the start
of the presentabions without any publister nput and involvement. Committes
members will be asked to notify the Textbook Office prior to the start of the
publishers ' vendors' presentation period if any examinution copies have not been
recerved,

Listed below are steps that are to be taken by the publishers'vendors to ensure the
delivery of the examimnation copies to the committee members and the return of the
reguired examination tlems 1o the publishers " vendors' depositorny:

1.  Publishers'vendors MUST have all examimation copies in its Mississipp
depository by the date designated on the ADOPTION CALENDAR FOR
PUBLISHERS. Publishers submitting online products must provide
product’password o the State Rating Commitice member and must follow the
same shipping instructions.

1. Ths matenal MUST be packaged according o commitiee, (Example:
Mathematics K-6 Committee, Mathematics 6-8 Committee, Mathematics 9-
12 Commiliee )

3. The examination materials should be shipped in consumable packaging with
one adidress label 10 the publishers/vendors' depository and one commities label
exactly as the "Call for Bad" s wntten, (Example: Agriculture { Vocational ) 9-
12}, 1t a publisher has more than one peckage per commitiee member, the
package should be marked | of 3,2 of 3, ete.

4. Ivis ymperative than the examination material be packaged for imdividual
commitiee members {seven members per committee). Therefore, the publisher
miust ship seven indivadual packinpgs of each complete sampling. (Example:
seven packings per Mathematics K-6, seven packings for Mathematies 6-8, ele.)

5. Each publisher must send two copres of the packing shp hatmg pupil-and
teacher editions sampled for each committee o the Texthook Office at the
MDE. (Example: two packing slips for Mathematics K-6, two packing slips for
Muathematics 6-8, elc))

6. Thewnportance of the cartons being marked o mdicate the proper commmitee
cannot be overly stressed. These cartons MUST BE CLEARLY MARKED to
uudicote the committee to which they are to be shipped lrom the
publishers'vendors' depository, (Example; Science 6-8) Remember, if there are
several boxes in the shipment for a committee., to please mark it in a manner so
that the deposiiory will be able o determine when the shapment i1s complete.

{ Example: Foreign Longuage — K-12, | of 4, 2 of 4, ¢tc.)

7. Correlation to the curriculum framework and the features and benclit pages
should be mcluded in the ofhol state rating commitice shipment of products.



8.  Each publisher will shap eight additional copies to the publisher's Mississippi
depository. These eight additional sets will be treated as the State Rating
Committee samples. A sel of exanination copies will be shipped o cach of the
eight mstitutions of hgher leaming. Textbooks should be placed in the reserve
section of the library or a location accessible 1o the public for evaluation, The
texthooks should remain on display for the life of the adoption. At the end of the
adoption process, these sets of materials shall be shipped 1o the depository,

SCHOOL SAMPLES/AWARENESS SESSIONSTILOTS/CONFERENCES

AL

Request for samples other than the current adoption vear oyele can be made to the
publisher, During the time frame listed on the calendar, the only samples that may be
shipped to local schools are pupil edittons and teacher editions, which may also
melude a correlation, ancillary list, and a price list. Before any complimentory
product is shipped, a written reguest should be recerved from the textbook
eoordimator/principal. Dunng this penod, kits and other types of matenial may he
shown but not given to individual schools, After texthooks have been officially
adopted, the only samples that may be shipped o local schools are pupil editions and
teacher editions, which may alse include a correlation, sncillary list, and a price list.
This applies to current-year adopted materials oaly, Non-Adopted matenals may be
sampled upon request,

Publishers: vendors may conduct swareness sessions. A school or district may invite
a publisher to its district lo present materials provided it is held during the period
before the State Board of Education sdoption. The meeting will be held on
povernmental property ond only Hight refreshments can be served.  Prudent judgment
15 utilized i the selection of the menu items for breaks. The per purticipant daily cost
tor breaks shall nod excecd 53,00 per day ~-MDE Purchasing Policies Section 16.0).
The distnct invitation/spproval must be in writing. Publishers may send letters
offering to provide awareness sessions.

Between July 1 and June 30 of the current adoption year, pilots will not be allowed in
the Ioanl school districts for the materials being adopted.

The tollowing rules must be observed if o publisher participates in or sponsors a
conference:

«The conference program should indicate if the publisher is sponsormg the
conference.

= 1o publisher sponsors o conference during the local heannes caravan, the publisher
may not attend the meeting or exhibit,

A publisher may provide sample provducts not currently being adopted.



sPDunng the no contact peried, a publisher cannot take an imdividual or group from a
school district 1o a meal before, during, or after the conference.

IV. PUBLISHERS AMD LOCAL HEARINGS

A,

TIME BETWEEN STATE ADOPTION AND LOCAL-TEXTBOOK

NEARINGS

In order tor the local textbook selection process to flow 1 a smooth and orderly
fashiom, the following procedures wall be adhered (o durmg the time pened alter the
adoption by the State Board and prior to the local textbook selection heanngs.
Hopetully, these procedures will help reduce problems created in the schools by
publishers distributing excessive copigs of examination textbooks. Also, the
requirements included m this section will help provide equal opportunities for all
publizhers/vendors and maintain desired savings 1o the state texthopk program and
lscal-school districts in getting all exammation copes returned,

|

During this period after the adoption by the State Board, Individual
pubdizhers/vendors muy provide examination copies of pupil edition and
teacher's edition tor local selection committee members. In some cases
exmmnalaon copies will nol hie rﬂ:}:sih'lt: hevause of the nature of the udlopted
malerial, Publishers'vendors may make svailable examination copies based on
thetr individual products and budgets,

Publishers/vendors having textbooks adopted by the State Board of Education
will receive a histing of each of the school distriets (FORM C) participating in
the texthook progriom. This listing wiill provide the nome and  shipping
information for the person receiving the oflicial examinalion copies. This
information will be sent to the local representitive by e-mail andior mail once
the adeption hsting 1s released. Each school shall receive no more than one set
of o complete product, The pupil edition, teacher edition, comrelation, list of free
materials, and price hist for each grade level will be considered the official
examination copy. Each textbook and ecach consumable packaging shall contain
a removible fabel that states Local Seleetion EXAMINATION COPY, plus
grode level/mstructional cotegory im which the textbook has been adopted.
(“Product(s) sent 1o the State Rating Committee mwember and/or Local Selection
Committee, These materials must be retumned 10 School Book Sapply Company
of Mississippl. Passwords for online curniculum will expire after the adoption
process.” ) All texthooks should be shipped in a consumable package, nol
weighing more than 25 pounds, and should not be placed in sample boxes or
displiay hoxes.
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Each district will have the chinee of the following two options to receive its
official examination copies: Option #1 — One complete sel sent to the central
office with only one contact person. Option £2 - One complete set sent 1o the
schools of their choice with only one contact person per school

All exammation copres received ot the local level are to be retumed (o the
Mississippl depository, freight collected, and MUST NOT BE DESIGNATED
AS COMPLIMENTARY COPLES. Each book/product and the outside of
the box must have a removahle lTabel that gives the grade level and
instructional category that the book /product has been adopted.

The Textbook Office will inform all local selection commtice members and
district superintendents that all examination copies must be returned. 1f the
examination copies ure not returned, the distict will be charped for them,

NO EXAMINATION COPY MAY BE GIVEN TO SCHOOL PERSONMEI]
DURING LOCAL HEARINGS, NOR WILL COMMITTEE MEMBER OR
SCHOOL PERSONNEL BE PERMITTED TO KEEP OFFICIAL
EXAMINATION COPIES. Teachers will be advised that texthooks are not 1o
be numbered, marked in any manener, or issued to students. All superinfendents
will be notified by the Textbook Cffice of the procedures 1w be followed for the
return of the examination copies. Publishing compamies, their local
representatives, and the Mississippi depository will make the determimation if
texthooks have been retumed to the depository. It will be their responsibility 1o
Furitish the Texthook Office o listing and cost of textbooks not retumed from
each schoel distnet, This information must be filed no kmer than twelve months
after the adoption date. This listing 15 necessary lor the Texthook Office to debit
the district allocation for the texthooks not retumed from nonpublic schools and
report o public school districts the smount of payment due 1o the respective
publishers/vendors.

Puring the period between the stite adoption and the local hearings, no pupil
editions or teacher editions may be given to imdividuals or schoals (other than
local selection committes members), Promoetional matenal may be given freely
in conderences with loeal school districts and local selection commuttee
members. Duning the time pened afier the adeption by the State Board and 35
days after the conclusion of the local hearings, ONLY individuals serving as
local selection committes members may receive examinalion copes, Dunng
this period after the adoption by the State Board and the end of the no contact
period. gifts, bags, ete. may not be given to school personnel. The only items 1o
he given are the printed promotional matenids.

IF a district requesis in writing to the Textbook Office, the 35 day no contact
perid may be waved.



7. From the start of the adophion process to the 35 days alter the conclusion of the
local hearings/caravan, there will be NO more thian fve representatives working
in the state for the promotion of the newly-adopted material and routing, sethng
amd servicing of other material.

8.  From the start of the adoption process to the 35 days after the conclusion of the
local hearings/caruvan, publishers/vendors must not hold awareness meetings or
other types of group meetings. A publisher may make one-on-one feacher calls,

2. IFa publishing company viclates any of the above provisions, is texthbooks may

he removed from the state-adopted list; or the State Board of Education may
impase any other penalty deemed appropriate.

REGULATIONS FOR LOCAL HEARINGS/CARAVAN

Local textbook selection heanngs/caravan will be conducted at designated sites
throughout Massissipp,

Durmg the local selection hearings, publishers”/vendors" répresentatives with newly
adopted materials are not to call on school systems for any reason without prior approval
from the Textbook Director. Reguests must be made on a school-by-school basis tor
Justifiahle rensons, 1 a publishing company violates any of the provisiens ol this section
regarding the participation in the local textbook selection heanngs, the
publishing/vending company's textbooks may be removed from the adopted list, or the
State Board of Education may impose any other penalty deemed appropriasted. The above
regulations apply to those parttcipating in the local hearings/caravan.

Publishers/vendors with textbooks adopted by the State Board shall indicate their
intentions to participate in the local textbook hearings no later than the designated date:
Publishers must participate at all sites. A form will be provided on the date of 1he
adoption on which each publisher must indicate its desires regarding parficipation.
Fatlure on the part ol the publisher to meet this deadling will result in the publisher not
being allotted any time in the heanng schedule for the presentation of adopted lextbooks,

Schedules for local textbook selection hearings giving the presentation nme for each
participating publisher will be available afier the adoption by the State Board, giving
MDE personnel sufficient time to develop the schedule after all publishers/vendors have
indicated their mlentions relative 1o participating m the local hearmgs,

A representative from the Textbook Office will bean charge of the hearmgs and will he
assisted hy local-school staff and the president of the Mississipp Publishers” Association

I it becomes necessary o postpone and reschedule one or more hearings because of
inclement weather or uncontrollable factors. all local sefection heanng restnetions will



1.

13.

14,

remain in effect until 35 days after presentations for which local textbook hearings are
held. '

In Januory, before the locnl hearings, an example of the items that will be given to the
teachers who atterd the hearings must be given to the Textbook Otfice,

Cinly the newly adopted matenals will be presented during the local heanng. No other
products may be shown or discussed,

During the lecal hearings only the pupil and teacher editions will be shown. The display
of ancillary matenals will be allowed. Discussion may iclude ancillary matenals, pupil
editions and teacher editions within the sllotted metrame, The pubhisher may distrbute
the free with order brochure.

Should a local school distnict choose not to participate in an adoption. publishers may not
call on that disinet regarding the Siate Board adopted products until the last 35-day
period of no contact has expired, unless the distnet requests in writing to the Textbook
Office that publishers be permitted to work in the district.

Should personnel from one school district attend more than one lecal adoption heanng,
the 35-day period for that distnet will begin following the hearing that was last attended.
For example, school distnict "A" attends the hearing on February 3 and 20, The 35-day
peniod will begin after the hearing on February 20,

. During the specified penied as hsted in the calendur, no contacts are permitied by

publishers/ vendors with school distriets until 35 davs after presentations Tor which local
textbook hearings are held {See Publisher's Calendar). If a publishing company violates
this provision of no contact following the local hearmps, company's texthooks may he
removed from the adoption list or the State Board of Education may impose iy other
penalty deemed appropriate.

Texthook selection ballots are due 35 days from the date of the hearing attended by the
lepca] texthook selection commaittees for the respective distnicts, The selection results will
b emmled to local publisher's representatives on o regelar basis as resulls become
available.

A fier the adoption, the publishers will be sept a form for the representative to indicate 1f
they wish to receive the local adoption results from the Textbook Office. The form will
have a due date listed on the calendar for the publishers, The Textbook Office will repont
the local adoption results by email on Friday afternoon of each week. The local district
reports will be avarlable for review on a daily basis from 2200 PM until 4:00 P.M. i the
office, The staff ot the Texthook Office will not #1ve resualt= of a local adopion over the
phong



LOCAL SELECTION COMMITTEE EXAMINATION COPIES AND THEIR

RETURN
l.  The Texthook Office will provide the name of the person in each school district

that is to receive the Official Examination Copics, When possible a list of local
selection commitice members [or each district will be provided.

‘The publisher should send to the Texthook Oflice a list of local committee
migmbers and the titles of examination copics that have been shipped o them

A copy ol compiany's packing slip listing all official examination copics shipped
shall be sent 1o local textbook coordinators by the time the caravan stars.

Az stted previously in the handbook. all examination copies will be returmed to
cach publisher's Mississipp depository after the local-selection process, These
examination items will be refurned ot publishers'vendors' expense.
Publishers/vendors must notify the depository of the proper steps to take i the
disposition of therr local examimation copies,

W encourage districts o returm all local selection commilles examination
copies by June | of the year of the adoption.

Publishing compamies, their local representatives, and the Mississippi
Depository will determine the procedure for returnang textbooks to the
depository. It will be the publishersvendors’ responsibility 1o furmish the
Texthook Office a listing by title snd cost for each district that has foiled 1o
return examination copies distributed to schools 8 a part of the local selection
process, This hsting 15 necessary Tor the office to report 1o the distnets the
amount of pavment due for textbooks not returned.

In order to help differentiote between local selection examination copics and
samples previously sent on o random basis, publishers/vendors MUST mark on
each corton "LOCAL SELECTION EXAMINATION COPIES.” Texthook
wdoption procedures do net permit the distnbution of comphmentary adoption
samples during the period after the adoption by the State Board through the
conchusion of the local heanngs. PUBLISHERS/'VENDORS ARE NOT TO
MARK THE EXAMINATION COPIES AS BEING COMPLIMENTARY.
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20 T-8 ADOPIION CALENDAR FOR PUBLISHERS -

Disclaimer: This calendar is only a guick reference for dates und is subject to change.
For complete and total information, please refer to each section of the Handbook.

DATE

| January 1, 2007

August 2, 2007
August 27T, 2007

' September 3, 2007

: Sceptember 10, 2007

A["I’I\-‘I I I||r’.|'l.'lll f'll.'ll I"ﬂ-
sample boxes may not_be shipped 1o districts. Sﬂmph: materials may
be_requested in writing by the distriet supenntendent, texibook
coordinator and/or prineipal, Sample matenals can only melude the
pupl edition, teacher edition, correlations and free with order list. A
sampler may be used; however, 1t must hove no retml value

Advertisement for bids and proposals forms wall appear in the loeal
newspapers. Proposal and bid information wall be masled (o
publishers'vendos with coment contsects and toother pullishers that so

refuest.

Mnldﬂnn orientation session will be conducted at o pL:u.u it Jackson,
Missmsippi, 1o be announeed. Al least ope emplovee, agénl or represéntative
from each publisher'vendor that will be working the state adoption muss
attend,

Proposals Forms are due in the Texthook Office from panmicipating
publishers vendors no lnter than 5:00 p.m

September 21, 2007 Three hard copies and two CIF copies of the bids for textbooks being
subamitted for considemnion for ndaption ane due i the Texthook OFice by
300 pom

September 25, 2007 Opening of textboak bids in the Fexthook CHTice ap 100200 a.m.

| September 27, 2007

Examimntion copes of all textbooks to be submutted for consideration for
mloption are due 01 each pubhisher’s Mississipp depository,

s Seven sets of iexthooks (pupil editions, 1eacher’s editions,
correbations, snd featune amd benefits) must be sent Tor each
comriilee aren m which texibooks are submisticd omd cleht sets of
texthooks {or display in the university libranies shall be shipped 10
thie publisher’ s Mizsissippi depository. Each publisher must send
Pwo copies of the packing shp hating pupil and teacher editions
sampled for each commitiee o ithe Texibook Office.

= One official examimation copy of the student and teacher
edition of cach texthook submitted [or consideration for
adoption shall be submitted to the Texthook Cffice, SO0
Cireymaont Avenue, Suite G, Jackson, Mississippd 39202, DO
NOT SUBMIT ANCILLARY MATERIALS.




DATE
&epmmlwr 28, 2007

ACTIVITY/DEADLINE )
Orientation sessions will be conducted a1 a p].wt-. o be anoounced in fackson,
Mississippe, for the State Eating Commttes membiers, At this time; affecied
vendors must also make arrangements with each committee member that
does o have pecess 1o the necessary hardware or special equipment necded
to review their programs.

Listing of the nomes of the State Rating Committee members will be
releazcd 1o the public,

Examination copies tor the State Rating Commitices will be shapped from
cach publizhers depository 1o the imdividenl meembers

The free-with-order mlvrmation sheet or brochuree i due m the Textbook
Cffice. The brochure must be in the final forme After the
birohueredinformation sheet 15 approved, mo changes may be made, Please
minke sure thal the free-with-onder list matches the bid,

Seplember 285, 2007 -
December 14, 2007

Draring this period, no contacis sre permilted hetween the puhlhl:u.rm'v:ndnr‘:
and State Rating Committee members except for the authodzed date for
prosentations.

State Rating Cormmittes members will individually review the testhooks
anbminted for cogsideration for adopd o,

Cretober B-12, 2007

Textbook presentations will be conducted by publishers/ vendors o the State
Fastinige Commmittes mgmbers al o place w0 be announced in lckson,
Mississippi. A defimie presentation schedule will be released once the
proposaly are recerved. 1w amticipated that most commuttess will need two
days 1o hewr the presentations from the publishers/vendors.

November 2, 207

State Ratine Commomstiee member ballots wre due the Textbeak Office.

December 13, 2007

| December 14, 2007
State Board of
Education Meeting

A bound efleial sample of each texthook submitted for sdoption SHALL b
an file m the Textbook Office, SH Greymont Avenue, Suite G, Jackson, M5
19202, by 54 P.M.  Fatlure 1o comply with this deadline may result in the
texthook not being congidered for sdoption regardless of the rating received.

Adoption will be made by the State Board of Education. The sdoplion results
will b avaitable ot 2:00 pan, In the Texthook Office, Jackson, Mississipp
From thas day until 33 days alter the conclusion of the local
heanngs/caravan/carmvan, ONLY mdividuals serving as local selection
commitiee members may receive the official exomimastion copies.

A listing of the local selection conuniitee members (Form C)will be
distributed o cach publisher with textbooks adopted in 2007,

December 17, 2007

The torm designating the mtention of the publisher to participate in the local
hearings/earavian i due 1o the Mississippm Deparment of Bdueation, 1, €3
Box 7TL Inckson, Missizsippt 1920540771,

| January 4, 2008

Cmne copy of bl mems that will be given daring mﬁ_ﬂi_t.hﬂ‘dﬁ;ﬁ:_'ﬁ-'ﬂﬂl‘dwﬂﬂ.l.ﬁ
due inthe Testhook Office. Materals not submitted fo the Texthook Offee

omn this dole con not be piven (o local commiltee members during the carovan,




DATE ACTIVITY DEADLINE

January 30, 2008 Urrientation session will be conducted at a pluce 1o be announced for o least
one certified emploves, agent, or representative from each publisher’vendor
that will he working the local selection hearings.

January 31, 2008 - Local-selection hearings are conducted ot replone! sites throughouwt

Februnry 24, 2008 Mississippi. Sites will be announced @t a later date, Publishers must
participate at sl sites. i

Januury 31, 2008 During the specified period, no contacts are permitted by publishersivendors

- April 1, 2008 with school districts until thiny-five diys after preseniations for which local- |
texthook hearings are made, |

March 24, 2008 — Listing of sclections of 1exthooks from the adopted list is doe from local

April 14, 2008 districta 35 davs from date of local hearings/caravan, Selections by the local

school distncts will be updated daily. Publishers/vendors will be e-mailed
the selection results periodically.
PLEASE DO NOT CALL THE OFFICE FOR A PERIODIC UPDATE,

July 1, 2008 Textbooks adopted in December 2007 MUST be uviiilable ibf_“;lﬁpml.:nt from |
each publisher's depository, Publishersvendirs are remindod that texibooks
thiat will not be available on July | SHOULD NO¥T be bid.
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MISSISSIPPI
STATE ADOFTION RATING COMMITTEE PROCEDURES

INTRODUCTION

According to the Mississippt State Textbook Law, one of the duties of the State Rating
Cormmittes s fooappriise and recommend o the State Board of Education textkooks for use in
the schools of the state. It is evident that the 1ask of the rating committee 1n the adoption process
15 quite important. The task is made more complex by the fact that each commitiee member
appraises and rates textbooks as an individual rather than as a group. For this reason,
appointments 1o the State Rating Commitiee: are made on the basis of competence in the subject
areas to be adopted. Expertise and the use of appropriate evalustive eriteria are guite necessary in
order of the State Rating Committees 1o aceomplish their mission in an adoption.

. PROCEIMIRES FOR STATE RATING COMMITTEES

A, GENERAL INFORMATION

1. The first duty of the State Rating Committee members will be to attend the
adoption procedures mecting in Jackson on the designated dale of each adoption
year. This meeting will be for organizational and training purposes. A second
meeting will be conducted atter each committee’s review of the textbooks for
the purpose of hearing publishers’vendors” presentations of the texthooks under
consideration for adoption. The schedule and the dates for these presentations
are outhned elsewhere in this handbook.

b

Sessions will be held that nvolve individual commattees, as well as meetings of
all commuittess ina large-group selting.

3. Examination copics of textbooks will be shipped to riting committee members
mmmediately after the adoption-procedures meeting. Therefore, commitiee
members should start recerving shipments shortly after armiving home from the
adoption-procedures meeling.

4. For more detniled mtormation regirding the adoplion process, each State Rating
Comrmiliee member 5 encouraped to review ond study the "Quoestion and
Answer"” document received ot the time notification of appomtment 15 made by
the Texthook Office.
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APPOINTMENTS AND PRESENTATIONS

1

Alter a review penod as oullined elsewhere in this handbook, each Siate Rating
Commitiee will be required to attend a meeting in Jackson to listen to
presentuhons from each of the publishersivendors submatting texthooks for
consideration for adoption.

Each respective publisher will be limited to one presentation with cach State
Rating Committee to which texthooks have been submitted for adoption
consideration. Each publisher wall be allotted fifteen minutes for presenting one
hook and ten minutes for cach additional book, In no case will a publisher be
allotted more than a total of sixty minutes for a presentation W any commities,

As noted in em A2 above, examination copaes, provided by the
publishers/vendors, will be shipped from the publishers' Mississipp deposttory.
All pupil and teacher editions pre to be returned to cach publisher’s
Mississippt depository. Instructions for the refurn of these textbooks are given
later in this part of the handbook.

Each rating commitiee member should check the textbooks received agaimst the
texthooks listed on the proposal forms that he/she received at the adoption-
provedures meeting. Each member should notify the Textbook Office at (601)
354-T5435 of lexthooks not received by the date specified on the sdoption
coulendar. It is most important that each committee member have access (o all
texthooks bemg submitted tfor adoption m the member's subject area pnor 1o the
start of the publishers'vendors' presentations. A reply form stating that all
textboeks have been received should be faxed 1o the Textbook Office as soon as
all textbooks hove been received.

Pubhishers/vendors are not permitied 1o conduct any presentations or have any
confacts with State Rating Committee members between the announcement of
the committee appointments and the start of the presentations, Commitlee
members are encouragzed and urged 1o report in writing any representative ol
publishing companies guilty of violating thas regulatson.

Il. TEXTBOOK SELECTION: GOALS AND BATING CRITERIA

A

GOALS FOR SELECTING TEXTBOOKS — Fven though Mississippi educators

have made great strides in recent years in defining the material to be taught in the
classrooms of the state, one readily realizes the importance of the texthook in the
implementation of the instructional progrom. For this reason, the Sinte Rating
Committee member 15 once again reminded of the monumental task that hefshe is
facing in the adoption of wxthooks. As o result of the evaluations aml ratings made in
the adoption process. individual rating committee members will have an important
responsibility in determinimg which textbooks will be used by thousands of

|
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Mississipp students and teachers during the next five 1o six years, Cerlanly, each
committee member must realize that his'her involvement in the adoption process will
have a far-reaching influénce upon the students of this state. Therefore, the general
geal of cach committee should be to select textbooks of the highest quality, In
addition 1o the goal of gquality, there are some spectfic objectives that should be
considered in the evaluation mmd rating process;

I.  INNOVATION — To select texthbooks that can be helpful in bringing aboul
improvements i content, organization, and teaching methods.

2.  UP-TO-DATE CONTENT - To select texthbooks that help ensure accurate and
up-to-date content through the mclusion of new concepts, msights, and facts,

3. PROVISION FOR INDIVIDUAL DIFFERENCES - To select textbooks
that stimulate pupils regardless of ability and backgrounds.

4. GRADE-TO-GRADE DEVELOPMENT — To select series of textbooks that
privvide for growth from grade 10 grade when it is appropriaie.

5 CURRICULUM FRAMEWORK CORRELATION - To select textbooks
that fest comelpte and mateh the reguirements of the CURKEICLULLIM
FRAMEWORK FOR THE STATE OF MISSISSIPPL

6. INSTRUCTIONAL ASSISTANCE - To select textbooks with practical
supplementary aids for teachers, At the same time, raters should not be unduly
influenced 1 their ratings by publishers/vendors that may be offenng targe
quantities of complimentary auxiliary materials in an effort 1o proaote thew
texthouks/senes,

RATING CRITERIA - GENERAL INFORMATICN

Criteria of a general nature should be used 1w evaluate each textbook submitted for
adoption, Some ol these enterta include the following:

.  The auther should have had fraing ond experience in the field about which
hefshe 15 wnting, The style should be smooth, readuble, clear, and dynomic
without sacrifice of comtent, (11 the evaluator cannot locate information on the
author, ask the publisher representative when the textbook s presented. )

2. When it is applicable, each text should have a complete table of coments, a
prefice, effective summanes, reviews, evaluative matenials, a glossary, a
hibliography, and a complete index armanged for easy reference.

Yo The seope and sequence of moterial shoold be consistent with the valid Andings

of recent research. The subject matter should be mesmingtully related to pupil
needs, experiences, interests. and levels of comprehension,
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12.

Whencver it is applicable, the content of texts should assure that the
contributions of all ethme groups at different socio-economic levels receve fair
ard equitable treatment.

Vocabulary, sentence and paragraph structure, and concept levels should he
suitable for the age group that will use the 1exit.

Mups, graphs; charts, photographs, lined drawings, and other graphic
representations should be related functionally to the content of the text.
IHustrations should extend and expand the text. not merely echo what has been
said in print.

Each text should ether contain appropriate suggestions for teachers or be
pecompanied by a seporste teacher manual,

The formuat of each testhonk should facihtnte the use of the text. The see of
Lype, spacing, and margins should ensure maximum legibility,

Suggested exercises and activities that help the student to synthesize, review,
andd surmmartze the conten! should be included

The content of cach text should be sccurate, valid, up-to-date and free ol any
LOTOS,

Suggestions for study imcluded in the fext should naot only promaote an
understanding of the materials presented but should also stimulate original
thinking.

When it 1s appropriate, supplementary instructional materzal, such as
suggestions for additional netivities, recrestional amed vocational readimg, studeni
amd ¢lass projects, audio-visual mutenals, software and web aceess should be
included.

RATING CRITERIA: SUMMARY-EVALUATION FORM

Throughout the adepiion evele of six years, texthooks will be considered for adoption
in many mstructional areas. A specific evaluative criterion that is applicable o all of
the areas is difticult 10 develop. Theretore, an only criterion that may be useful,
penernlly, = meluded m this section, If committee members have criteria for
eviluating textbooks in their area ol expertise, it1s suggestad these also be ulilizad in
the rating process, The official summary-evaluation form will be included in the
packet of material (o be distributed to the State Rating Committee members ol the
adopion-procedures meeting.
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HL. RATING AND REPORTING PROCEDURES
A, INSTRUCTIONS FOR RATING TEXTBOOKS

b

=

il

Publishers' representatives are only permitted to make presentations fo State
Rating Commitiee members during a designated time period as stated elsewhere
in this handbook.

Rating committee reports will be given to each committee member at the time
of the publishers’ presentations. These are (o be completed and matled 1o the
Texthook Office, The rating commitiee reports should be mailed to the
Mississippi Department of Education B enough i sdvanee to ensure delivery
by the designated deadline. An example of a rating committee report s found
elsewhere in this handbook.

Each commutice member may recommend as many as etght textbooks in each
citesory, 1F they are avanlable, In some sabject arcas, there may be texthooks
that cannotl be recommended Tor various reasons, or there may be fewer than
eigtht textbooks in o colepory. Only texthbooks that can be effectivel v vsed and
meet the definition of a textbook as defined by Mississippi Law should be
recommmended. The textbooks rated may receive o rating from one to erght, orin
some situations, no rating. The book/series should be rated from the viewpoint
of the State Rating Committee member. A point system 14 wsed i the rating
process. PLEASE REMEMBER EACH RATING COMMITTEE
MEMBER RATES IN THE ORDER 0¥ 17, 2™ 3"" BASIS. The eiglu
texthooks or seres receiving the highest comulative total number of pomts will
be recommended 1o the State Board of Education for adoption. This is based on
the asswmption that the textbooks with the highest points recerve ratings from a
mgjority of the commitiee members, IF two or more publishers should tie for last
place in the titles to be adopted in a particular category, the [ollowing procedure
will be used 1o break the tie:

The textbook/series with the most recent copyright date will be aceepted.

In the event both textbooks/senes have the same copynght date; then the
texthook series wath the lowest price will be accepred.

It this procedure fails to break the tie, then each publisher involved will be
assigned three pomis fior ench [ rit-place viote recerved, tovo points for cach
second-place vote received. and one point for each thard-place vote received.

I this procedure fails ko break the te, additional factors as determined by the
State Board of Education will be utilized (o determine the publisher that should be
placed on the adopted list



r
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Texthooks are mnked by the committee members on an individual basis, The
texthooks adopted by the State Board of Education are not rated in the order of 17,
2™ 3% Texthooks are rated in order 1o be placed on the state adopted list. Onee
texthooks ore placed on the state adopted list, textbooks are all of equal ratmg. Mo
publisher shall say that its product was ranked at any certan level by any State
Rating Committee member.

Each committee member should take steps to ensure thot the textbooks
recommended are suitable tor the areas or subjects in which they are proposed.
Special consideration must be given to the content of the CURRICLUILLIM
FRAMEWORK FOR THE STATE OF MISSISSIPPI as decistons are made in
the evaluation and rating process. There may be situations where the malenal
iy be excellent bul not appropriate for the area proposed; and, consequently,
the texthooks should not be adopted, Some textbooks may be oo outdated,
offered at a level bevond the intended use, or iInappropriate as not meeting the
definition of n textbook as defined by Section 37-43-1 of the Mississippi Code
of 1972, In this case, the textbook should not be rated. The concemn of the State
Rating Committee should be content and mstructional level, The State Board of
Education will decide on the type binding to be accepted.

Each member MUST attach a copy of the summary-evaluation form for each
texthook or series evaluated to the rating committee report of the category. All
texthaoks or senes evaluated must have the summaoary-evaluation fomm
completed even if they are not in the top cight. Comments should be made on
the back of esch summary-evaluation fomm that might provide additsonal msight
relative to the mting or non-rating of & particular textbook or series.

It econmmpleting the tating coommiltee reports, do not use "white-oul" or crase’rub-
out any ratings. 111t 15 necessary to make any changes in vour ratings. please
secure a new torm and place the ratings on the form as mtended. Please be sure
to sign ench page of the rating committee report prior to submitting 1t to the
Textbook Office.

In some instances when a series 15 evaluated and rated. the basic seres will be
satistactory; but some ttem or items should not be included for o definte reason.
The commiltee member should state his‘her objections on the summary
eviluation form for the series and then indicate which texthook{s) should not be
included in the rating,

The rating committee member should review hs‘her duties prescribed in the
luw, Miss. Code Ann Sections 37-43-21,

STATE RATING COMMITTEE MEMBERS ARE MAKING SELECTIONS
FOR ALL OF THE STUDENTS OF MISSISSIPPI
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B. INSTRUCTIONS FOR RETURNING EXAMINATION COPIES

All pupil snd teacher editions recerved for evaluation and rafing as a State
Hating Committee member must be retumed. Please keep copies in good
conlitiom,

Each committee member will be responsible for preparng and packing securely
the examination copies for shipment. When a committee member s ready to
return therr examination comes, each committee member will G511 out the
REQUEST FOR PRE-PAID UNITED PARCEL SERVICE LABELS and
foax to (601) 352-0235, or mail the Torm 10 School Book Supply Company of
Mississippi, Upon receipt, School Book Supply Company of Mississippi will
torward o cach commiltee member pre-paid United Parcel Service Authorized
Hetum Service labels. Each commuitee member will attach a label to the top of
each box, then give the package 1o any United Parcel Service dnver or take to
any approved Linited Parcel Service Facility, Please retum all textbooks by
December 1.

i you need assistance, please leel free to call the Texthook Office at (601) 354-
7543,
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MISSISSIPPI DEPARTMENT OF EDUCATION
Texthook Oice

P. 0. Box 771
Juekson, Mississippi 39205-0771

MATHEMATICS K-6

STATE RATING COMMITTEE {Individual) REPORT

Mobe: This repori sheald be mailed (o the Testbook Office on or before November 2, 2007,

IT sufficient mmterial 1% avaloble, vou may mte up 1o ctght (2) Books mothe order 180 2rd. 3rd. Sk, Sel. 6ih, Tk & St
Llae oach o only once per mstroctional calegory,

MATHMATICS K-6

RATING | PUBLISHER TEXT/SERIES GRADELEVEL COPYRIGHT
[ Tirggmarr Schieas] Fablishers Mathy aclenmiage Soroes k-6 [0
Huougzhilaw M HHATS Coammy Heoaghien B it Mnthematics Series K6 2062
Alaconil oo S e -Hill Selseol Bivisdon | MocrnillagMoGrs-Hill Scheod Matheatios Semcs Kb
Math Essentials Samenng Eszenial Saah SkiBs 306400
Preetsee Mol Tne Provvtece Hall Comnmecicd Math Scories 2001
Sl Vit Addion W ek ilwer Dorden Cinm Sarthemsaiics Series 2008

CERTIFICATE
| hemeby conivky that this repon Tepresends my mdivdiual recommendptions afice opprasing ol hosdkes ofTered for ndopaon as reguered by
tha: Masstssippt Toexibook Law anad salunit ot psa port of the reconds of the Sauic Do) of Fodocation

FOR STATE RATING COMMITTEE FOR OFFICE USE ONLY

MEMBER
Signed Date Receved
Date Submitted Director
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MISSISSIPPI

2007 ADOPTION CALENDAR FOR STATE RATING COMMITTEES
Irisclaimer: This calendar is only a guick reference for dates amil is subject to change.

DATE

ACTIVITY/DEADLINE

September 25, 20007

Oinentation amd traiming session for State Rating Commiltee members ai o
place to be anncunced in Jackson, Missssippi

Examination copics will be shipped to the individusl state mting committee
mrembers from each publisher's depository,

September 25, 2007 -
December 14, 2007

Mo contmets penmitted by the publishers with State Ratmg Commatiee members
dhuming this period except for seheduled presentations

State Hotnge Commuties members will individoally review the textbooks
submitted for comsideration for adoption.

Chetaber 1, 2007

State Rating Comminee members should mify the Textbook Thrccior of any
exarnimtien copies of texibooks that have not been rogeived rom the
publishers' depository

Oetaber 9, 2007-
October 12, 2007

Presentitions by publishers to State Rating Committee members a3 place w
e armounced in Jackson, Mississippi

Please see below o tentative schedule for each commutice:

DATELS) COMMITTEES)
October 9-10, 2007 Mathematics K-6
Tentative Mathematics 6-§

Oetober 10-11, 2007 Mathematics 912
Tentative Driver's Education 9-12
October 11-12, 2007 Business and Technology Education

Tentalive

November 2, 2007

Rating reports are due from State Rating Comimitice members in the
Textbook Ofhee al the Mississippi Department of Education.

December 14, 2007

Adophion by the Stste Boand of Educition.
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MISSISSIPPL
LOCAL TEXTBOOK SELECTION PROCEDURES

INTRODUCTTON

I'he textbook-adoption process s no stronger than (he procedures utilized in each locil-school
district in the sclection of textbooks from the hst of state-adopted texthooks previously
approved by the State Board of Education, Thes sechon of the handbook s designed 1o assisi
stall members at the local level in the selection process,

L LOCAL-SELECTION COMMITTEES

A.  Even though the texthook-ndoption process actually starts monmths earher, the st
uction of the local district refative to the adoption oceurs with the completion and
submassion of Form C,

Each distriet sapenntendent will recesve a letter indicating the time to-submit a
Form O, which stiotes nomes and shipping addresses of individoals, which ore to
recerve the official examination copies. 1t is the responsability of the committee
members o review and evaluate textbooks that were adopted and make
recommendations relative 1o the applicability in the local-school system. Only one
set of matenals per company may be shipped 10 a school.

B.  The duties and responsibilities of the Local Selection Committee members should
be made clear ot the time of the appointinent by the local school district, Each
member of the Lecal Selection Commnttee should be miormed of histher
appoantment no later than December §.

C.  The completed Form © should be submitted electronically by the designated date

so that the committee information can be compiled and distnbuted o the
publishers'vendors st the announcernent of the adoption.

I, DSTRIBUTION OF EXAMINATION COPIES

Ao A listof the Local Selection Commitice members and any persons o receive
texthooks tor the distnet will be made available to the publishers/vendors with
adopted textbooks sfter the State Board of Eduwcation has approved the list of
recormmended texthooks,

B. Publishers/vendors with textbooks that were adopted can send examination copies
of pupil edition and teacher edition (which also should include a copy of the
comelation to the cumculum framework and o hst of free materiafs) directly to the
persons designated by the distnct, Publishers'vendors wall be asked 1o label these
copied as " Local Seleetion Examination Copies"” so a8 (o differemiiate between
samples that may have been distributed on a random basis prior 1o the
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announcement of the adoption. Examination copies of textbooks, electronics,
visuals, or audilory media may be provided in demonstration or representative
tormat. The labet on the product and the box must also give the grade
level/instructional eategory of the adopted product.

ALL EXAMINATION COPIES OF THE PUPIL EDITION AND THE
TEACHER EDITION MSTRIBUTED TO THE LOCAL SELECTION
COMMITTEE MEMBERS, AS A PART OF THE LOCAL SELECTION
PROCESS MUST BE RETURNED TO SCHOOL BOOK SUPPLY
COMPANY OF MISSISSIPPL

Online companies sending products'passwords should do so lor all committees
members and all mailing mstructions should apply.

Boxes used to ship the local selection examimation copies must contam a copy of
the correlation o the curmealum fremework and g Tist of free matenals and must

not weigh more than 25 pounds, The boxes should be consumable packsging.

Local distncts should recerve the examination copies in January.

LOCAL TEXTROOK SELECTION HEARINGS

.
L]
s

A,

A semies of texthook selection heanngs will be conducted o designated sites throughout
the state, Local Selection Commitee menibers, as well as other interested persons, aire
encournged 1o attend one of the textbook heannps, Most of the publishersvendors with
testbooks recently adopted will be on hornd 10 moke presentotions snd answer guestions
pertaming o the newly adopted texthooks and relited matenals,

A hsting of the dates and locitons of the hearmgs will be disstibured i early anuary,
Participants are encoursgzed 10 atiend the presentation in their district. 1T participants are
unable to aiemsd their desienated howrme, ey may sitend o hearnge ol another site.

sehool distnels are encouraged 1o prrticipate in the loeal texthook selection process, It
provides an excellent opportunily 1o see the 1exibooks presented amd have an opportunily
T sk questions,

While adoptien regulations do mod specthioaily prohbet Iocad school distrieds from
conducting sepamte and individual hearings, the Ste Board of Education discourages the
comducting of a simsilar hearing prior o 1he Local Selection Hearings, Additional hetrings
om the part of individinl systems prior 1o the Local Selection Hearnnge could hamper the
hesiring process o the fuline,

We would [tke 10 remind you that the State Board of Eduention policy states that afier

adoption m Decernber until thiry-five (35 days after local heanings, publishers/vendors
st nol hold group meetings.

41



IV, COMPLETION AND SUBMISSHON OF THE TEXTBOOK SELECTION

BALLOT

A

At a designated time atter an adoption, each distnet supenntendent will recerve a
texthook selection bullot on which o indicme the textbook selections that the
distnct desires to atilize over the adoption penod.

The textbook selection ballot will be due i the Texthook Office thirty-five (35)
days alter the date of the Local Selection Heorings tor the district,

The Local Selection Committee mémbers are strongly encouraged o discuss the
imnformation received of the hearing with other stoff members m making decisions
relative to the textbooks selected for use in the distriet for the next six yeurs. Local
selechon Commatiee members may wish to refer to the section in the handbook for
state Rating Committee members relative to selection and rating enteria.
Certamly, any criteria or lextbook selection/evaluation instruments the distnct
might kave would be advantageous in the selection process.

Onee decisions have been made relanve to the selection of textbooks from the
most recent adoption, mdications should be made on the texthook selection ballol
as previously outhned, School systems are encouraged to give much consideration
to the selection of texthooky,

V. RETURN OF THE EXAMINATION COPIES

A.

All student and teacher editions sent to the Local Selection Committee
members must be returned. Any textbooks not returned will be charged w the
respective school distret or the account of the respective nonpuhlic school

Each committee member will be respomsible for prepanng and packing securely
the examination copics for shipment. When a committee member is ready to return
therr examination copies, comnittee members will (1 out the form found on page
B-48 and Gax or mail the form to School Book Supply Company of Mississippi.
Upon receipt, School Book Supply Company of Mississippi will forward to each
commattee member pre-paid United Poareel Service Authonzed Return Service
labels, Each committee member will attach a label to the top of each box, then give
the package 1o any United Parcel Service driver or take o any approved United
Parcel Service Tacility.

NOTE: IT IS IMPERATIVE THAT THE RETURN LABEL INCLUDE THE
NAME OF THE SCHOOL BISTRICT IN ORDER FOR THE DISTRICT'S
TEXTBOOK ACCOUNT TO BE CREIMTED WI'TH THE TEXTBOOKS
BEING RETURNET.

If the Texthook Office may be of assistance, please feel free to call {601) 334-
Ta43.



MISSISSIPPI

2007 ADOPTION CALENDAR FOR LOCAL-SCHOOL SYSTEMS

DATE

ACTIVITY DEADLINE

August 31, 2007

Each school district will be mailed a Form € on which to hist the names
and schools of individusls selected o serve on the local selection
commillee for each of the instructional areas included in the adoption.
'he name and address of the one person to receive the official
examination copies will also be indicated on Form €,

September 28, 2007

The completed Form C s due to the Massissippt Department of
Education, Textbook Oftice, P O, Box 771, Jackson, Mississippi
32050771,

December 14, 2007

Fextbook adoption is announced by the State Board of Education.

Junuary 7, MR-
January 31, 2008

Local selection commitiee members will receive examimation copies of
textbooks for review prior to local textbook selection heanngs/caravan

Janwary 31, 2008-
February 24, 2008

Local texthook selection hearings/caravan are conducted af regional
sites throughout Mississippi.

January 31, 2008-
April 14, 2008

Druiring thas period, the publisher is nol permitted 1o contact the school
districts until thirty-five days after presentations for which local
texthook hearings are held.

March 24, 200% -
April 14, 2008

Texthook-selection ballots aré due from local school districts thiny-five
duys from date of the local-textbook hearmgs/caravan.

May 2008- Junc 2008

Orders for newly adopted textbooks for use i the upcoming school year
should be placed in order to help prevent back orders in August and
Seplember.

Examination copies of textbooks and all related moterials distributed 1o
the local-selection eommittees should be returned to the Mississippe
depository.

* Please note that this is o quick reference. We reserve the right to make corrections

in the dates.
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REQUEST FOR PRE-PAID UNITED PARCEL SERVICE LABELS

COMMITTER

NAME

SCHOOL DISTRICT

ADDRESS

CITY, STATE, £1P

I will need _ Pre-addressed, Pre-Paid Authonzed Retuom Scervice lebels.
Please mail wr the above address

LA LA B L L L AL R Ll LR LA AR LRl L L bR L LA SRt Rt n bR il s il i At LR S

This request may be faxed to:
Fax: (601} 352-0235

Oy

Ml 1e: Bchoal Book Supply Company of Misgissippi
PO, Box 1039
Fackson, M5 392151059

LA R A R AR R AR R R R RN R R R R R R R R P R R R R R R R R R R A R R R T R RS R R R

Upon receipt of vour Pre-Addressed, Pre-Paid United Parce]l Authorized Retum Service labels:
L. Prepare the packages to be shipped. All packages should be properly sealed securely,

2. Complete the retum address portion of the label and attach the label o the top of the box,
Mark out any other oddress labels,

3. Have the packages picked up by Umited Parcel Service driver when they make ther regular
trp by your school or take 1t to any approved Uimited Pareel Service shipping facility. Ask
vour school office to notity vou the next time Uinited Parcel Service makes a delivery to
vour school, The driver can pick up the examination copies at that time, DO NOT CALL
UNITED PARCEL SERVICE FOR A PICK-UP OR THERE WILL BE A SERVICE
CHARGE TO THE SCHOOL.

4. If you have any questions, please contact Mr. David Jelfreys or Ms. Martha C. Cooke of
School Book Supply Company of Mississippi at (601) 353-7272 or 1-888-352-7272.
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MISSISSIPPI

TEXTBOOK-ADOPTION SCHEDULE

FUTURE ANNUAL ADOPTIONS

The Mississippi Depariment of Edocation reserves the vight (o make changes.

Year of Year Contract Fiscal |
Subject Arvas Te Be Adopred Adoprion Becomes Effective | Year(s) of I
an July | Funding

Business & Technolopy Education 67 208 2009
Driver's Education

Mathematics - o

Agriculture (Vocational) 2R 2000 21
Business Technology (Vocational)

Cooperative Education (Vocational)

Health Education (Vocational)

Marketing Education { Vocational)

Trade & Indusirial Education {Vocational)

Technology Education (Vocational)

Foreign Language

Seiemee

Literature 2009 o 2011
Reading

Social Studies 4[] 1] 2011 2012
Visual & Performing Aris

Comprehensive Health 21 12 213
Dictionaries

English Language Arts

Handwriting

Spelling

Physical Education

Family & Consumer Sciences (Vocational)

Business & Technology Education 212 i3 24
Driver Education

Mathematics
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Appendix A

PROCESS TO FILE A COMPLAINT

Any person who wishes 1o report a vielation of the policies and procedures stated in the
Mississippt Textbook Adoption Handbook should follow the process listed below.

A writen complaint letter must be recetved by the Textbook Oflice, Mississippi
Department of Education, P. O, Box 771, Jackson, MS 39205-077] within fourteen (14)
calendar days afiter the person/company making the complaint has knowledge of the
violation, The Mississipp Department of Education will not imvestigate any complaints
made after the deadline and the State Board of Education will not hear any matters
concerning the complant filed afier the deadline. The complaint letter must indicate the
pohicies and procedures being vicloted with a reference o the page and paragraph in the
Mississippi Textbook Adoption Handbook, The complaint letter must include the name of
the persond/company that viodated the rule, the date and location where the violation
oecurred and the signature of the individual making the complaint, Please give as much
iformation as possible n order for the complaint 1o be investigated.

The individual s signature om the letter constilutes a certificate that 1o the best of the
mdividual’s knowledge, intormation and belset there 15 good ground 1o support the
cormplaint and the complaint 15 a0l bemg made fnvolously: 17 two (2) unsubstantioted
commplaints sre made from the same person/company, that person/company will receive o
written warning from the State Superintendent, 1f a third unsubstantisted complaint 15 made
by the same person/company, the matter will be presented ot a formal hearing before the
State Board of Educabion at its regularly conducted business meeting. The staft of the
Mississippl Department of Education will present evidence of the unsubstantiated
complamts, The person/company making three (1) unsubstantiated complaints will be
given an opportunity to present any infornmation relevant 1o the unsubstantiated complaints.
The Board members may-ask questions ol any person. The State Board of Education will
determine if one or more of the complaints were made tnivolously, If the State Board of
Education determuines the person/company made a frvolous complamnl, the State Board of
Education may ympose any penalty deemed appropriate. The person/company before the
State Board of Education will receive notification of the decision by Board Ovder.

Within seven (7) business days of receipt of the complaint, the Textbook Office will
investigate the violabonds) damd forward the findings to the Bureau Director of the Office of
Curncolum and Instruchion. The Bureau Dhrector will review the staff s Aindings and make
a recommendation 1o the Deputy State Superintendent and Associate State Superintendent.
Office of Academic Education.

The Executive to the State Superintendent and Assoctate State Superintendent, Office of
Acadermc Education will review the findings and request by centilficd mail o wntten
response 1o the complant from the person/company who has been reported as violating the
palicies and/or procedures. The person/company shall file a wrtten response to the

46



fi.

complaint addressed 1o the Executive 1o the State Superintendent and Associate State
Superntendent, Office of Acudemic Education within fourteen (14) calendar days of
receipt of the request. Responses received after the deadiine will not be considered. Upon
receipt of all relevant documentation received prior 1 the deadline, the Executive 1o the
State Superintendent and Associate State Supenntendent, Office of Academic Education
will forward the infermation with o recommendation to the State Supenntendent.

If the State Superintendent determines that there s not sufficient reliable evidence of o
violation, then the State Supenntendent will notify by letter the person/company making
the complamnt and the person/company reported 1o have violated the policies amd
procedures,

The State Superintendent may provide an opportunity for the person/company reported to
have violated the policies and procedures to meet with him and/or the Execotive to the
State Supermtendent and/or the Associate State Superintendent, Office of Academic
Education to discuss a possible resolution of the matter.

If a resolution cannot be reached, the matter will be presented at a formal hearing betore
the State Board of Education at its regularly conducted business meeting: The staff of ihe
Mississippi Depariment of Education will present the evidence of the violation{s) with a
penalty recommendation. The person/company reported 1o have violated the policies aml
procedures will be given an opportumity o present any information relevant to the subject
issues. The Board members may ssk questions of any person

The State Board of Education will determine what. if any, violation{s) of the policies
and/or procedures of the Mississipp Textbook Adoption Handbook occurred and what
penalty or penalties to impose apon the persen/company that violasted said policies and
procedures. The person/company belore the State Board of Education will receive
notification of the decision by Board Order,
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Notice of Non-Discrimination

The Mississipp State Board of Education, the Mississippi Department of
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and Science do not discriminate on the basis ol race, color, religion, national
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designated 1o handle inguiries and complaints regarding the non-discrimination
policies of the above mentioned entities.

Iirector, Office of Human Resources
Mississippi Department of Education
359 Norh West Street, Suite 359
Jackson, Mississippi 39201
(601) 359-3511
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PREFACE

The State Texthook Law authorizes the State Board ol Education "To promulgate rules and
regulutions for the purchase, care, use, disposal, distribution and sccounting for all textbooks (o
be furnished under the terms of this chapter ind 1o promulzate such other rules and regulotion os
may be necessary for the proper administration of this chapter.”" Using the authonty thus given,
the State Board of Education has set forth m this TEXTBOOK ADMINISTRATION
HANDBOOK it's rules and regulation tor the operation of the textbook program in the public
schools of Mississippi,

In summary, this publication has been designed 1o give o comprehensive oulline reference for
lecal school personnel to follow in the daily implementation of the textbook program in the
public school districts of Mississippr, Textbook issoes not coverad in this himdbook may be
dizcussed with members of the Texthook Office staff.
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ADMINISTRATION

The distnet supennlendent appoints o stall member o serve o5 the lextbook coordinator. The
textbook coordinator supervises the local adoption process, the purchase of textbooks and
completes reports reguested by the Textbook Office. Since the implementation of the Textbook
Inventory Management System (TIMS), the textbook coordinator may also be responsible for the
management of this system. The following 15 a job description that may be used by the district (o
describe the textbook coordinator's activities. If tor some reason a different person manages
FIMS, we ask that the other staft position be referred to as the TIMS Contact Person,

A Assigl the Textbook Office with the reporting process by submitting the followang forms:

I. Form € - due on October 1 (this hsis the Local Texibook Selection Committes
members) and 15 to be submitted online at www omde k12 ms.us/texthooks.

Report of the local adoption results, due 35 days alter the local hearing.

End of year closeout process — Active Inventory, Surplus Inventory, and Reguest 1o
Dispose of Unwesable Texthooks. Report to be submited in Textbook  Inventory
Maragement System (TIMS) no loter than June 15

4. The form to suggest possible State Rating Committee members. due mid-June.

i !'HJ-

B,  Assist with State Adeption Rating Committee member.

. I the distiict has o State Rating Commuittee member, assist with the providing release
time for the person to attend the onentation meeting and publisher presentation,
2. Prowide release time for the review of matenals and storape if needed,

€. Assist with the adoption process ot the distnet level.

. Make sure that the Local Selection Committee is informed about the local heanng and
cin attend the mecting,

2, Waoark with the Local Selection Commitiee members so that they understand how (o
evaluate textbooks and that they work together as a commitiec.

3. Work with the committee to make sure "Officinl Local Adopbion Exsmnation Coples™
are returned 1o the depository,

4. Meet wath the committee after the hearing 1o complete the ballot.

D Assist with the ordering process for the distriet.
1. Assist with the allocation of funds needed by each scheol.
2. Review the purchase orders belore sending 10 the depository,

3. Make sure the pohcies of the loeal board are followed as o relates 1o the purchase of
texthooks.
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TEXTBOOK ADOPTION SUMMARY

The schools of Mississippi follow a five (5) year adoption cycle with the right of the board, i its
diseretion, 1o renew or extend the contract from year to year for a penod not exceeding two (2)
additional vears, (Section 37-43-19 (¢). Mississippi Code of 1972, Annotated),  The detailed
steps of this process are as follows:

. Subject areas are designated as current according to the Adoption Cycle Schedule.

. The Mississipm Department of Education distnibutes the curriculum standards,

v The publishers submit books for b that meet the standards,

. For each subject area, the submitted books are reviewed by & seven-member State Rating

Committee. The commmitee 15 comprised of four members appointed by the Stote
supermiendent and three members appointed by the governor,

. The books that are adopted must satisty at least of B0% of the cumculum standards. A
contract is entered into with the publishers and a contract pnce is established for cach
book for o pertod of five yvears with the right of the board, in s discretion, 1o renew or
extend the contmect from year (o year for o penod not exceeding two {2) additional years
(Section 37-43-19 (c), Mississippt Code of 1972, Annotated).

. For each subject ares, up o eight programs are adopted o provide a variety of chowe for
the individual schools,

. Copies of the adopted books are sent to each school distrct for admimstrators and
teachers to review

. During the State Caravan, School Book Supply Company and the publishers travel

throughow Mississippr 1o provide each school distnet the opportunity 1o hear
presentations about the newly adopted books. The advantage 1o this approach is that it
provides teachers, admimstrotors, and parents from all distrcts full secess to the newly
adopted textbooks regardless of the lecation or size of the districl.

. After reviewing the books and attending the presentations on State Caruvan, the districts
decide which books they want to use i ther schools,
- Districts then purchase the selected textbooks through the depository ar directly from the

texthook compainy

This is a summary. A detailed explanation on the adoption process can be found in Part B
of the Texthook Adoption Handbook at

http:/wwwomde k] 2oms.os/ Textbook/tex tbooks.him

ACQUISITION/REQUISITION

Texthbooks may be procured with state or lecal funds in a vanety of ways. Please find listed
below the approved methods and procedurcs:

A, STATE-ADOPTED TEXTBOOKS — Textbooks that are on the state-odopted list mav be
purchased directly from the publishers’ depositonies. All requisitions will need 10 be
submitted by the local school distriet to publishers' depositories in accordance with the
procedures established by that entity and communicated 1o school districts. Requisitions for
texthooks are NOT 1o be sent through the Mississippt Department of Education.
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Textbooks that are listed on the state-adopted hst may also be purchased directly from the
publisher. Scheol distncts are reminded that the textbook law requires that a distnict pay no
miore Tor o textbook procured directly from the publisher than the price stated i the current
stute-adopted catalog

NON-ADOFPTED TEXTBOOKS - Textbooks that are not state-adopted may be
purchased by the local school district directly from the appropriate publisher or vendor.
Approval is not required from the Mississippi Board of Edueation or the Mississipp
Department. of Educstion (ffice of Textbooks, prior o purchase. However. districts are

strongly encouraged o develop a review and evaluation plan 10 énsure that quality

texthooks are bemng purchased. The purchase of textbooks should follow the state
purchasing gpuidelimes if textbooks are nol under state contract.

PURCHASING PROCEDURE - To ensure that intermal controls are in place o
document the most efficient use of faxpayer dollars, public schools are required to follow
the state bid requirements established by MS Code 31-7-13, Annotated 1972, Textbooks
that are adopted are placed under state contract and are exempt from the bidding process.

BIDDING REQUIREMENTS

[ S0-53_ 500 - Parchase from any vendaor,

2. 83500 - $15,000 - Obtain two {2) or more writien guotes. Facsinules ond email are
aceeplable.

3 Ower S15,000 - Must be advertized. Allow 3 % 10 4 weeks [or bid o be swarded.

Mote: The bid dollar limits does not include shipping or freight costs.
PURCHASES OVER $15,000

|. Public schools that purchase non-adopied texthooks in excess of 315000 are required
tor maintain sealed bid supportive docomentotion for theee (3) vears afier the aodit
report is released. i a purchase is.in htigation, the files shall be mmmtamed unnl
resolved,

The documentation 15 required 1o support award decisions,  assure  approvals,
compliance with regulation, and suston any reviews or litigation. Documentation
should include but 15 nol limated (o the followimg: bid list, bid opening sign-in sheet,
bidders spreadsheets, wilness signature, requisition, notice to Contract Procurement
Center®, public notice to newspaper, hid specifications, ongimal bids, bid envelopes,
bid addendum, proof of advertisement, bid evaluation, and award by the school,
ppproval form or letter from the Texthook Office, and oward letter.

el

* The Mississipp Contract Procurement center 15 2 non-profit coparaiion that assists
MWhississippt businesses with d notificattons. Mississippt Code, 30-7-13 () (1) (1)
requires that purchases over $15,000 be advertised in o newspaper once per week for
two consecutive weeks, 31-7-13 (¢) (1) {2) requires that the same notice sent o the
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newspaper is also matled or electronically sent to the mam office of the Mississipp
Controct Procurement Center.

Miississippi Contract Procurement Center
1636 Popps Ferry Road, Suite 229
Biloxi, MS 39532
Telephone: 228-396-1288
FAX: 228-396-2520
Email: mprogoffia mscpe.com

F. SOLE SOURCE TEXTBOOK PURCHASES - Texthooks that are sold by one
supplier or one source may be purchased without competitive bids. Follow vour local board
pohicy regarding the use of the sole source,

Ci. USED TEXTBOOKS - Texthooks, both adopted and non-adopted, may be purchased
from vendors of used textbooks. Again, approval of the Mississippt Department of Education
15 no longer required for these purchases. A listing of used textbook companics may be
downloaded at http:fwow.mde k12 ms us Texthook/textbooks htm. School districts are not
reguired to use such company recommended by the MDE. Each distnet has the diseretion
and authonty to secure 15" own used texthook company,

H. Texthooks purchased from wsed textbook companmies will not receive a free teacher
cdition or any other ancillary materials thot are listed as free under state contract. Please be
aware that textbooks purchased from used textbook companies may be first edibons or first
prinfing and may contain erors.

I. PETITION TEXTBOOKS - Texthooks may be procured through the petition progess
from the depository, School Book Supply Company of Mississippt or divectly from the
publisher, Since non-adopted texthbooks may now be purchased with state funds. it 15 no
longer necessary (o follewy the steps of the petition process. However, i a districl or districts,
deperding en the circumstances. should choose to po the petition route, the Siate Board of
Education will be glad to consider the petition tor possible approval,

L. PAYMENT FOR TEXTBOOKS - All purchases and subsequent payments for
texthooks are between the Jocal school districts making the purchase amd the depository, the
publisher. or the vendor as may be appropriate,

K.  INCOMING SHIPMENTS - [t 15 suggested thal cach school distncl develop and
follow a plan in each of its schools that would ensure all incoming textbook shipments have
been recerved i an orderly manner.
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INSTRUCTIONS FOR HANDLING INCOMING TEXTBOOK SHIPMENTS

A, SCHOOL'S RESPONSIBILITY — Each school district should designate someone at cach
school 1o serve as textbook custodian. Usually this will be the principal, but 1t could be a
teacher or other school emplovee,

B, CUSTODIAN'S RESPONSIBILITY - The cestodian is accountable for all textbooks
shipped 1o the school, Therefore, he'she should personadly accept and check all incoming
shipments of textbooks requisthoned through the district-owned textbook program. If the
custodian canno! attend 1o this personally, the responsibility should be delegated 1o
someone that 15 thoroughly competent and has a comprehensive understanding of the
textbook procurcment process,

. CHECKING IN FREIGHT SHIPMENTS - When the fresght company secures a signed
delivery receipt witheut any excephions being noted on i, the shipping company is
automatically released of its lability for losses in the shipment. Therefore, it is imperative
that the total pumber of cartons delhivered 1o the school be aceurately counted and recounted
before a shipment 1s accepted.

D, SHORTAGE IN FREIGHT SHIPMENTS - The number of cartons missing should be
plainly marked on all copies of the delivery receipt betore they are signed, Do not sign for
any shipment unless a copy of the receipt is provided for the school's files. Do not sign for
o complete shipment contimgent upon the shupper's promse o locate the missing cartons
tater.

E  DAMAGED CARTONS — [F there is evidence that any carons have been damaged by
rough handhing or in any other way, damages should be noted on all copies of the delivery
receipt, 10 is later found that some of the textbooks have been dumaged, the depository
should be notified so that the textbooks may be replaced. If a school 15 purchasing from a
publisher or other vendor, then the appropriate bisiness should be notfied,

F. CHECKING TEXTBOOKS - The publisher's depositories with state-sdopted 1extbooks
i Mississippi will include with each shipmient, o copy of the packing ship that will indicate
only the texthooks contained in the shipment. Backorders nnd textbooks shipped previously
will not be listed on the packing ship, As soon as possible, after the receipt of the shipment.
all cartons should be opened and checked apanst the packing shp. As each carton s
opened, please make sure that the name of the school oppears on each box. Otherwise. the
shipment of texthooks may belong to another school and the shipment will not check with
the packimg shp.
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MFFERENCE IN PACKING SLIP AND SHIPMENT — If it is found that the number
of textbooks ordersd does not check with the number and title Tisted on the enclosed copy
of the packing slip, make a recheck to verify the orgimal count. IF this recheck shows the
same error as the first count, please notify immediately the appropriate publisher's
depository of the discrepancies. If the error relates to an overage, do not take any
disposition achion until so instructed by the depository,

BACKORDERS — I the depository 1s out of stock of any title included on a regusition, il
will be noted on the green imveice that will be received from the publishers' depositones
approximately one week afier the textbook shipment. Any title that 15 on backorder will be
shipped as soon as stock becomes available, If a school desires 1o cmeel an existing
backorder, plesse notify the appropniate publishers' depository or vendor. However, when a
school district experiences a lengthy delay in the filling of a backorder, the Texthook
OMTice m the Mississippt Department of Education should be contacted and notified. This
action s essential since requisitions no longer flow through the Textbook Office: and, as o
resull, it 45 not oware when lengthy backorders ocecur.

GREEN INVOICES - The green invoice provides proof that the requisitioned textbooks
have been properly received in the local school: therefore, ach green inverce must be on
lile at the local district office. When a determimation has been made that the shipment has
heen satisthctorily received, the custodian of textbooks should sign cach green invoice and
return i te the local disinct office.

DEFECTIVE TEXTBOOKS Oceasionally, textbooks that may be defective in
workmanship will be received. If one or more defective textbooks ore received, the school
should notify the appropriste deposstory and  request immediate replacement of any
defective texthooks,

STAMPING AND MARKING TEXTBOOKS — Please do nol stamp the school name,
number, or write names of students in textbooks umtil 1t is positively determined that the
textbooks received are the ones that were actually ordered and needed tor the particolar course
The depository normally will not accept for retum, textbooks that have been stamped or marked

RETURN POLICY - Schools are remanded that any wunused texthooks should be refurned
to the depository, publisher, or vendor from which they were purchased,

Texthooks purchased during a fiscal year must be retumed duning the same year of purchase
i arder o recerve credit from School Book Supply Company of Mississippl. Any texibooks
that are not retirmed by June 30 of the fiscal year shall not be returned for eredit, These
textbooks, il not 1o be used by the purchasing school district, must be placed on the surplus
texthook hist

Texthooks may no longer be returmed to School Book Supply Company of Mississipm for

credin iF they have been marked o bar-coded. Opened Kits may not be returned. Any
texthook thol has come ofl contract on June 30 can not be feturmed after June 310
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FUNDING

Funds for the procurement of textbooks distnbuoted through the Mississippt Department of
Education must be used to purchase items thot meet the definition of a textbook as stated in
Section 37-43-1 of the Mississippt Code of 1972,

B

“Texthook shall be defined as any medium or manunal of instruction, which contains a
systemmtic presentation of the principles of a subject and which constitutes a major
instructional vehicle for that subject.™

DISTRIBUTION — The Mississippi Legislatore will annually appropriate funds to the
Mississippl Department of Education for the procurement of textbooks, The funds ore o
part of the Mississippi Adequale Education Program. The district will allocate from the
annual funds the amount to be used for the purchase of textbooks. All textbook budgeted
funds may be utilized 1o procure textbooks m aceordance with the pohees contained 10 this
handbook.

FREIGHT COSTS - Each school district will be responsible for the payment of the
Tretight costs incurred in the shipment ot the textbooks to the local school or district

CARRYOVER - It is the responsibility of each local school district to maintain records
relative 1o camryover fumds.

ACCOUNTING

AL

[

OWNERSHIP - On July 1, 1994, all texthooks became the property of the local school
distoets 1o which they hod been on foan from the Mississippn Department of Education.
While the textbooks are now the property of the local school distnets, each distnet must
make available for transfer all textbooks that have been declared sumlus by the distnct,

FUNDING SOURCES - There 15 no need to differentiate between tunding sources such
as State, Local, FEducational Enhancement, efe. i the maintenance of an inveniory.
Regardless of the funding, all sources are to be treated the same in regard to the inventory
Process.

ISSUANCE OF TEXTBOOKS - The label on the inside cover of cach textbook shall be
completed before the texthook 15 1sseed 10 the papil. The school distnet shall have in place
a plan for maintainimg adequate records regarding the issuance of textbooks 1o students, 1t
15 sugeested that the method of issuing texthooks to students reflect the condition of the
hook, The porent or guardian should sign that the child has received books. A statement
similar to following should to be a part of the sipnoture process. ~1 hereby accept the
responsibility of the books hsted and for any other books issued to my child during the
current school vear IF any book is lost, damaged or destroved, | agree 1o pay such loss
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before my clild will be entitled to any further books” See Ms AG op., Johnson (fan 10,
1997},

LOCAL POLICY - Each local district should have board policy that deals with the
issuance of texthooks plus fines or damages. This pelicy needs to be a pant of the student
hamdbeok, This plan should be sufficient w comply with Section 37-7-301 (if) of the
Mississippi Code. The following is.an example of the type of pelicy that could be used.

*  School District provides textbooks free of charge to students, It is the duty of
each student to eare for the texthooks to the best of histher ability. Students who
lose or damage textbooks are required to pay for them. Students should take pride
in the upkeep of their textbooks. Teachers are instructed to assess fines for
amounis up to the current value of a book when it is obvious that the student has
damaged or defaced the boolk.™

The following 15 an example of one district’s fines and damage replacement schedule. The
example 15 given to md in the development of vour distrct policy,

imagee Fine
Wreting/drawing/'scribbling in book £1.00 per page

Excess wenr/damage but still Usabhe 10%5 ol cost ol the hook
Cover of book damaged 25% of cost ot the book
Spme dumaged 25% of cost of the book
Water damaged bul still usable 25% of cost ol the bouk
Water damaged, not usable Cost of the book

Pages mssing, nol usable Cost of the baok
Obscene wrting or drawing on or in the book Cost of the book
Non-returned book Cost of the book

INVENTORY — An annual inventory of active, surplus and dispesable textbooks must be
comducted and submitted by way of the TIMS progrom o the Mississippi Department of
Education by June |5 of each year. The Textbook Office will send an inventory sign off
form to the distnet superntendent 1o be singed verifving that the mventory report in the
TIMS systern 15 cormeot,

SALES - The State Textbook Law, Section 37-43-33 of the Mississippi Code of 1972
provides that parents. person or school boards may purchase fextbooks directly trom the
publisher’s depository. The price of textbooks shall be at contract price plus whatever
postage or delivery charges might pccrue.

NOMN-PREVENTABLE LOSSES - Since the textbooks now are the property of each
local school district, no emerzency fund 15 momtained at the state level, Conseguently,
districts are encouraged o maintain & contingency fund or plan to utilize in the replacement
of textbooks o the event of a digaster, Furtber, districts are reminded 1o delete texthooks
that may have been destroved from their current inventory. It s imperative for eoch school
digtrict to mamntain and file corrent inventory with the Texthook Office.

A-15



AL

DISPOSAL OF UNUSABLE TEXTBOOKS

DETERMINATION OF DISPOSABLE TEXTBOOKS - Each local school district will
determine i textbooks are unusable. Textbooks may be unusable becsuse they are twelve
vears or older, or not relative to current curnculum framework or the textbooks muay be
physically wormn-out o the poimnt that if is not feasible or practical for continued use. Betore
a sehool distnet disposes of lexthooks, it must be approved by the Supenntendent and the
mformation must be entered into the Textbook Inventory Management System {TIMS) and
then forwarded to the director of the Textbock Ofhce for final approval,

METHODS OF DISPOSAL - Several approaches are available for the disposal of
unusable textbooks, Listed below gre methods in prority order of consideration:

I

Priority should be providing the unusable textbooks 1o students presently in attendance.
School districts should maimtmn records reparding the number of fexthooks disposed of
through this method.

Unusable textbooks can be sold to a debinding company for paper-recycling purposes.
Any funds received for the sale of textbooks through this provision shall be credited
back 1o the school thal sold the textbooks for use m the purchase ol addinonal
texthooks. Because of the small price paid for the textbooks by debinding companies,
this method is not very practical unless a district has a large quantity of unusable
textbooks for disposal. Records must be mantained by the district relative 1w the
number of wexthooks disposed of through this method.

NOTE: The Mississippr Department of Education will attempt to assist local
distriets in the location of a company that would purchase the texthooks for
debinding and subseguent recyeling of the paper. Contact information is histed at the
following  wehsite!  httpy Swwwoindek 12 ms ueTextbook toxthooks hitm.  School
districts wre not required 0 use such company recommendaed by the MDE, Each
district has the discretion and authonty to secure is' own debinding company.

Unusable textbooks can be donated 1o local non-profit organizations. Any non-profil
organization desirmg 1o receive unusable textbooks must make application to the local
school board from which it desires o receive the donsted textbooks. This application
should detail the plans and intentions relative to the foture utilization of the donated
lexthooks along with background information on the non-profit group. As part of the
application to receive books a copy of the IRS designation should be requested. When
the IRS gives a designation of o 504-3-C yvou can be assured that this is an approved
pop-profit organieation. In no case may texthooks be donpted to anv groap without
prer approval ot the local school beard of the distnct from which the textbooks are
being requested. School distrcts should maintin records of the lexitbooks disposed
through this method
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NOTE: 5School districts desinng assistance with the application process for the
donation of unusable textbooks 1o non-profit groups should contact the Textbook
Office at the Mississippi Department of Education. Further, districls are encouraged
Lo ulilize much discretion in the donation of texthbooks 10 agentcies outside the public
domaim so as not to conflict with other regulatory requirements placed upon local
histricts,

4. Unusable texthoeks can be donated 1o national non-profit orgunizations for distnbution
te Third Werld ond simalar countries. Several factors should be taken inte consideration
when one is making donations of unusable textbooks.

i, All donations should nvolve non-profit or similar agencies that will place the
texthooks in Third World countries or m an arca thal expertences a vast depravily as
for as instructional materials are concerned.

b All agencies interested in receiving donated unusable texthooks must first complete
and submit to the school district a wntten application, An example of an applicition
form may be secured from the Textbook Office.

¢, All appheations must be approved by the lecal-school board prnor to the donation of
any unusable testbooks to any agency submitting such application.

d. School districts are wurged o pse extreme discretion in the donation of unusable
texthooks s0 as nol o enter ioto a conflict with other legal reguirements,

5. It none of ihe above-listed disposal methods 8 prachical or feasible, the unusable
texthooks mav be destroved i the most convenient manner. However, distnets arg

encouraged 10 use one of the other disposal methods when it 1s possible.

Regardless of which method is used, it is suggested that records be kept of inventory, date,
and method used to dispose of unusable texthooks.

SURPLUS TEXTBOOKS

For several years the surplus textbook program has been guite populsr and beneficial to schools
throughout the state. Basically, o surplus textbook is one that is shill in good physical condition
but is no longer being used in the district. In most situations, the surplus textbooks will be from a
previous adoption and may be much more current than those being used in some districts. We
ask that books with o copynght of 12 vears of age or less be kept in the surplus book program.
Since this pregram has been 5o successhul in meeting the textbook needs of schools throughow
Mississippi, it 15 being continuced.

All local school districts are reminded that thes progeam 15 quite important, and it is hoped that
distriets will continue to work fogether o cooperntive manner, Without the implementation of
the surplus program, there would be cases where students might not have textbooks @t all. Your



cooperation and assistance in the continued implementation of this program will seérve a greal
need,

Indeed, the successful operation of this program will create a positive image that school districts
are working together in o cooperative fashion to ensure that school districts are getting the
mixmum utilization from the textbooks, which are ever increasing in cost.

STEPS TO BE FOLLOWED IN THE SURPLUS TEXTBOOK PROGRAM - In arder for
the surplus rextbook program to operate n a smooth and efficient manner, local school districes
are required 1o use the following steps:

A, Fach school shall update the invenlory of swplus textbooks at the conclusion of each
school wear. The inventory update shall be entered mto the Texthook Inventory
Management System (TIMS) ond musi be completed no lster than June 15 of cach year. 1T
changes are made durng the yvear, the sesterm must be apadated.

B.  Schools that need surplus textbpoks should go o the Texthook Inventory Management
System { TIMS), Select the reguest screen and make the surplus mguiry, The 1SBN should
be entered into the system along with the guantity needed. This s a request system not o
SEARCH tool. Reguest one ISBN al a time.

¢, Once the needed textbooks have been located in Texthook Inventory Managément System
(TIMS), contact the distnet textbook coordinator and ask that the request be apprived, The
district textbook coordinator will indicate the approval in the system under InguireModify
requested and contact the distnet that owns the textbook to ask if the distrnict will relesse
the books.

D, The district that owns the books will approve the surplus transfer in the system by going 1o
the approval surplus transfer screen.

E.  This is a district-to-distnct function. At no time should a principal call schools to ask f
they have hooks and i they will release the books that they own,

F. If the proper process is not followed, the ending inventory of two districts will not be
cormect.

G, Al freight costs imeurred n the transter of the surplus texthooks will be pad by the
receiving school/districl. Shipping arrangements should be made betore approval is given
PLEASE do not ask the distnict sending the textbooks 1o pay the shipping costs, All books
should be pre-pad or picked up.
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TEXTBOOK USE

PUPIL USE - Please be reminded that teachers should permiut all pupils in all grades of any
school 1o carry textbooks to their homes Tor study. This is based on the following excerpt from
Section 17-43-1 of the Mississippi Code of 1972;

“Teachers shall permit all pupils in all grades of any public school to carry to their
homes for home studyv, the free textbooks loaned to them, and any other repular
texthooks whether they be free textbooks or not.”

HOME SCHOOL PUPIL USE - House Bill 308- requites a local school board to make
available 1o parents or legal guardions of any school-age children who reside in a school district,
upon reguest; any textbook(s) on the state surplus inventory list. The parent or legal guardian s
responstble for the retum of the textbook(s) o the district upon completion of use of the
texthook{s} or they will be required 1o compensate the distnict for the fair market value of the
textbook(s), Effective Date: July 1, 2006, Local school distncess can contoct the Office of
Textbooks for an example of & sugpested home policy.

PROCEDURE FOR COMPLAINTS/OBIECTIONS

Any person who wishes to report a violation of the policies and procedures stated i the
Mississipm Texthook Adoption Handbook should follow the process as outlined in the appendix
of Part B of the Handbook.

LARGE-PRINT AND BRAILLE TEXTBOOKS

Large-print and Braille texthooks may be obtained through the Mississippt School for the Blind
by any school distnet that has students that are visually handicapped, Inguiries for large-prim
and Braille texthooks should be submitted to:

Mississippi School for the Blind

Mr. Kevin Clinard

252 Eastover Dinve, Adm. Bldg. Rm, 300}
lackson, MS 30211

Phiome: (401 SE4-822160

Al the close of the school term, all large-print and Braille textbooks must be retumed 10 the
Mississipp School Tor the Bhind. They are to be retumed through the United States Post Offiee
and marked: READING MATTER FOR THE BLIND - FREE — 138.32 — 138.92. If the
package containmg the larpe-print and Braille texthooks is labeled in this manner, there will be
na cost for the shipping. DO NOT ship textbooks back freight eollect by frenght e or LIPS,
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REBINDING OF TEXTBOOKS

Contact  information  for rebinding companies 5 avinlable at the lollowing wehsite:
COMmpany recommended by MDE. Each distnct has the diseretion and authonty o secure its'
own rebinding company. The cost for rebinding may be paid from funds that you use for the
purpose of the purchase of texibooks,

DEFECTIVE TEXTBOOKS

For those textbooks that are on the state-adopted list, school distnicts are reminded that these
lexthooks must he built by very ngid construction specifications. The contract between the
publisher amd the Mississippi Department of Educotion requires that the adopted textbooks must
continue o measure up to these comstruction standards. Theretore, any school distriet that fals to
recerve defective texthook replacement assistance from the publisher should contuct the
Texthook Office. School districts are also reminded that the 1ssue of defective used texthooks
should be discussad with the vendor from which the used textbooks were purchased.

A. When the school receives defective texthooks, the depository or pubhisher from which the
textbooks were purchased should be comtacted with a request to replace the textbooks.
Contact the deposttory or publisher before returning defective texthooks for instructions on
the method of retum,

B.  Texthooks may begome defective after they have been in use for a while, Usually defects
will take the form of pages falling out of the textbooks or covers coming loose from the
texthook block, Nommally f there is o defect of this type m workmanship, 1t will usually
become noticeable within the first two or three yvears of use. The =chool or school distriet
should contact the depository or publisher and discuss the problem and seck replacement of
the defective textbooks. Publishers/vendors are cooperative m the replacement of defective
textbooks.

ORDERING TEXTBOORKS

The Textbook Office does not complete textbook orders for school districts. Al orders
should go to the depository, publisher, or 8 used textbook vendor. Inventory should be
entered into the Textbook Inventory Management System as soon as it is process and
received.

TEACHER EDITIONS AND COMPLIMENTARY MATERIALS

In recent years it has become common practice for publishersvendors to provide complimentary
materials as well a5 teacher editions when a school distract purchases a publisher's textbooks.

A.  Publishers/vendors with state-adopted textbooks sre required 1o provide teacher editions,
when aviilable, 1o accompany the student editions reguisitioned by the school district,
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B. Publishers/vendors are required to hst on the textbook bid form all complimentary
materials along with the terms and conditions under which the matenals will be given 1o
the schools, This information is a part of the contract entered into between the Mississippi
Bowrd of Fducation and the publisher. This information is also on fle and may be Tound in
the Textbook Catalog as well as on the MDE web page.

€. School distnets personuel shoold not ask a publisher o provide materials as pan of an
adoption that is not listal on (he company d. This tvpe of request is o violation of the
contraclt between the Mississippl Department of Education and the company. Also a
company representative should nol prommise items that are not a part of the bid.

. I a district fails o obtan the promised complimentary materials, the district should contact
the Textbook Office. Schools are reminded that publishers/vendors will not be permitted o
give away or promise free materials not certified on therr bid form. The provision of frec
material will be in accordance with the terms and conditions included on the bid form and
contract.

FORMS

'he Textbook Office no longer provides forms to assist with the implementation of the
TEXTBOOK INVENTORY MANAGEMENT SYSTEM {TIMS). All inventory repors
active mventory, surplus inventory and disposable books are now entered into TIMS by June 15
of each vear. unless notified.

PETITION PROCESS

Section 37-43-31 of the Mississppr Code of 1972 contains a provision whereby five or more
school boards may petition the State Board of Education to add o book or senous of textbooks to
the siate sdopted List. IF a district so chooses o petition the State Board of Education, the
following pohicies and procedures should be adhered o)

A. Bchool distncts may petition the State Board of Education 1o allow for the requisition of
nom-adopted wexthooks,

|, Five or more school boards may petition the State Board of Education o pdd one or
more textbooks or series of wxthooks o the approved list of state adoptions. The State
Board of Education will have sixty days o act upon the petition: and 1f i 15 not acted
upon in this ime period, the petition shall be deemed as approved.

-3

A school board may petition for the regquisition ol "new and mpovative" textbooks that
lave become avmlable since the last textbook adoption in the respective subject arca.

B. Consideration shall be given to the following by the local school distncts in the submission
of petitions under any of the above-named provisions:
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Fach district thot submits o petiton must secure at least one copy of each textbook
mcluded in the petition for review and evaluation purposes, Each district submitting a
petition shall select o committee of no fewer than three individuals o review and
evaluate each textbook or senes included in the petiton. These individuals must have
expertise in the subject area being reviewed, and ot least two of these individuals must
be teachers. Each reviewer/evaluator shall uhlize and submit a review torm provided by
the Mississippi Depariment of Education,

Fach district submitting a petition shall provide a rationale as to why currently adopted

texthooks are not sufficient to meet the needs For the courses for which the nen-adopted
textbooks are intended.

All extbooks requesitioned through this process shall be purchased by the petitioning
district. Districts may submil petitions st any fime dunng the school year

Each school distnet submitting o petiton for non-adopted textbooks shall receive
approval of its school board prior to submission, and it must state on the petition the
date of such board action.

Each district submitling a petition reguest shall state on the petition the guantity of each
title petitioned along with information regarding the publisher.

Publishers'vendors having textbooks asdopted fhrough the petiion process must be
willing to submit a bid, execute a contract and bond with the state of Mississippi, and
provide a stock of texthooks in their Mississippi depository sufficient 10 meet all
reasonable demands, Consequently, school districts must initally determine if the
publisher whose textbooks are being petitioned will be willing 10 meet all of these
regquirements before submitting o petiton.  Each  publisher whose textbhooks are
petitioned must supply one copy of each student and teacher edition (o the Textbook
Otfice to be used for review purposes; and it the textbook s subsequently approved by
the State Board of Education, o wall be placed on file for review, Contracts entersd into
with publishers/vendors of successhully petitioned textbooks will have the same
exprration dates as all other texthooks in like subject areas,

This Mississippt Department of Education shall desipnate one person, having expertise in
the respective subject areals) for which texthooks are petitioned, 10 review the petition angd
the textbook and recommend to the State Board of Education the upproprniate action to be
taken regarding the addition of the textbooks 1o the List of state adoptions,

Districts recewving State Board of Education approval on petsions will be notified
promptly, and action will be taken 1o add the requested textbooks to the state-adopted List
s s00on a5 possible,

In conclusion, schoeol distrcts comsidering the petition process showld be reminded of the
following:
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1. The petition process requires considerable paper work which must be approved by the
lecal stheol board.

I=d
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The publisher of the petiboned textbook will peed to submit o bid and execute a
contrict umnd bond wpon approval by the State Board of Education.

3. Sue textheok faw now permits the purchase of non-adopted textbooks directly from

the publisher resulting in o much more hmely delivery if this approach is selected over
the petition process,

DISTANCE LEARNING AND ADVANCED PLACEMENT TEXTBOOKS

Texthooks needed Tor use in distance learning and advanced placement courses should be
purchased by the local school district directly from the depository, publisher or vendor of the
texthooks,

RETURNS

Schooels are reminded thot any unwsed texthooks should be retumed to the depository, publisher,
or verdor from which they were purchased,

Textbooks purchused durnng a liscal year must be returned during the same year of purchase in
order 10 receive credit from School Book Supply Company of Mississippi. Any fextbooks that
are not returned by Jhune 36 of the fiscal vear shall not be retumed for eredit, These textbooks, it
nol 0 be used by the purchasing school district, must be placed on the surplus textbook list

Textbooks may no longer be retumed to School Book Supply Company of Mississippi for credn
if they have been marked or bar-coded. Opened kits may not be retumed either. Any textbook
that has come off contract on June 30 can not be returned afier June 30,



CALENDARS

Please note that the following calendars are for quick reference only, The Mississippi
Department of Education reserves the right to make corrections in the dates.

2007 ADOPTION CALENDAR FOR LOCAL SCHOOL SYSTEMS

DATE

ACTIVITY/DEADLINE

August 31, 2007

Ench schooel district will be mailed a Form C on which to list the names
and schools of individuals selected to serve on the local selection
committee for ench of the instructional areas imcluded in the adoption.
The name and address of the one person to receive the offical
examination copies will also be indicated on Form (.

September 28, 2007

The completed Form € 15 due to the Mississipp Department of
Education, Textbook Office

December 13-14, 20007

Texthook adoption is announced by the State Board of Education,

January 7, 2008-
Jdanuary 31, 2008

Local selection committee members will receive examination copres of
textbooks for review prior to local textbook selection hearings.

January 31, 2008-
February 24, 2008

Local texthook selection hearings sre conducted at regional sites
throughoul Mississippi.

January 31, 2008-
April 14, 2008

Pruring this period, the publisher 15 nol permitted 1o contact the school
districts until thirty-five days after presentations for which local
texthook hearings dre held unless indicated on the Form C.

March 24, 2008 -
April 14, 2008

Texthook-selection ballots are due in the Texthook OfTce from the
local-school districts thirty-five days from date of hearing for which
local-textheok hearings are made,

May 2008- June 2008

Cheders for newly adopted textbooks for use in the upcoming school year
should be placed m order 10 help prevent back orders m August and
September

Examination copics of textbooks and all related materials distobuted 1o
the lecal-selection committees should be returned to the Mississipm

depository

A-24




MISSISSIPPI

TEXTBOOK-ADOPTION SCHEDULE

FUTURE ANNUAL ADOPTIONS

Flye Mississippi Depariment of Education reserves the right o moke chanpges.

Subject Aveas Te He Adapred

Year of
Adaeprion

Year Confract
Becomes Effective
e July 1

F.F_ﬁ: il
Fear(s) of
Frmdli, g

Business and Technology Education
Driver's Education

Mathematics

2007

2008

2009

Apriculture (Vocational)

Business Technology (Vocational)
Cooperative Education {Vocational)
Health Education (Vocational)

Marketing Education {Vocational)

Trade & Industrial Education {Vocational)

Technology Education (Vocational)
Forcign Language.
Selence

2008

2009

2010

Literature

Reading

Social Studies

Visual & Performing Arts
Business & Technology Education

2009

2010

2010

ki1

2011

2012

Comprehensive Health

DHetionarics

English Language Arts

Handwriting

Spelling

Physical Education

Family & Consumer Sciences (Vocational)

2011

20112

2013

Business & Technology Education
Driver Education
Muathemuatics

2012

2014




Appendix A

Attorney General Opinions

Antomey General opimons that relate to Texthook Administration are us follows:
HEHA A A A A H R
MS Attorney General's Office Computer
Generated Opinion Database

CRICRICR G SR IO R 0N IO R I0Y IOy 10

Document&nbsp52

DOCN (0001 1765

DOCK 190067

AUTH Anita Clinton

DATE 49701 10

ROMNM Charles Johnson

SUBJ  Schools - Miscollangous

SBCD 187

TEXT Churles B Johnson
Supenntendent of Education
Wilkinson County School District

Post Ofhee Box 785
Woodwville, Mississipm 39604

RE: Textbooks and School Uniforms
Dear Mr. Johnson:

Attorney General Mike Moore has received your letter of request and has assigned i w
me for research and reply. In your letter you pose the following questions:

I, Can a school distnet deny {extbooks o studenis who owe tor books from the previous
LT

2. Can a schoal district gamish the wages of parents whose children owe for textbooks
from the previous year?

AT



3. What legal options does a school distnet have o colleet monies for lost textbooks?

4. Can a school district legally adopt and enforce a mandatory school uniforms policy
tor studens?

Prefiminanly, charges made for damage or misuse or loss of school property such as
library fines or charges for lost or damaged textbooks or disciplinary fines imposed for
vandalism are distinguishable from the fees and limitations which may be impozsed
under 37-7-335,

Miss, Code Ann. Sectron 37-7-301 was amended in 1993 by House Bill 1063 as follows:

{11} The school boards of all school districts, as part of their duties to prescrbe the use of
texthooks, may provide that parents and legal guardians shall be responsible for the
texthoeks and for the compensation 1o the school district for any books which are not
returned to the proper schoeols upon the withdrawal of their dependent child. 1 a
texthook 15 lost or not returned by any student who drops oat of the public school
district, the parent or legal guardian shall also compensate the school district for the fur
market value of the textbooks.

Pursuant 10 Miss. Code Ann. Section 37-43-19 the State Board of Education has adopted
a mule or regulation goverming the issuance of texthooks contamed in the Textbook
Admimistration Handbook which | attach for vour benefit, This nile provides that school
districts must have o plan for maintaming sdequate records of textbooks issued o
students. The traditional texthook card 15 no longer required, but if the district does not
use this card, it must have a similar process that will provide a ligh degree of
accountability for textbooks: 1t i to be noted that the textbook card constitutes a contract
between the parents and the school district and contains the tollowing lingunge:

| herehy aecept the responsibility for the books Tisted on reverse side hereof and for
other books issued to my child during the current school year. 1T any book 15 Tost,
damaged, or destroved, 1 agree to pay such loss before my child will be entitled to any
further texthooks,

If the school district uses the textbook card or m its own plan hes this or similar
language in a document signed by parents, guardians or custodions, then there 15 4
contractual agreement between the district and the parents: the parents have notice tha
as a term of this contract the child may not be issued further textbooks 1f payment 15 not
received Tor lost or domaged textbooks. [F this language or simalar language is not in the
process adopted by the distoct, then the district may not deny textbooks to students who
vwe for books from the previews vear,

In response o your second question, under Miss, Code Ann, Section 9-11-9 {1996
Supp. ) the Jastice Court has junsdiction of all actions where the value of the recovery
does ot exceed Two Thousand Five Hundred Dollars (82,500,007, 1f the district obigins
a jodgment. the Justice Court has (he power to issue a writ of garmshment against the
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Logons |

Please logout when vou are done to release svatem resources allocated for you

defendant pursvant 1o Miss. Code Aon, Section 11-35-1 (1996 Supp.).

The answer o your third question 15 contamed in our responses o questions one anid
two, above.

[ response to your fourth question | attach hereto and ineorporate herein an opmion
wssued W James (. Dukes, Esquare, dated May 31, 1996, which states that a mandatory
school uniform pelicy may only be imposed if the safeguards presenbed under Miss,
Code Ann, Section 37-7-335 subscction (2)a) and (3} are followed and uniforms
provided for those students unable to pay Tor same,

| hope that this opimen has been responsive o your gueshons.

Y ours truly,

MIKE MOORE ATTORMNEY GENERAL

BY: Amita O, Clinton Special Assistant Attorney General
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TEXT M. James Chaney, Jr., Esquire
Teller, Chaney, Hassell & Hopson, LLP
Post Office Box 789
Vickshurg, Mississippi 39181-0789

RE: Library Fines, Damage to Texthooks & School Property

Drear Mr. Chaney:

Adtorney General Mike Moore has received your letter of request dated December 22,
1999, and asked that | research and respond. In your letter vou pose the following
quistion:

The undersigned 15 the attorney for the South Delin School Distract which reguests an
opmion concemming its ability to collect hbrary fines from students or fines for stedents

who damage or fail 1o return text books or whio have unpaied fines relating 1o the
destruction or vandalism of schoo] property,

The Scuth Delta School District purchases all of the graduation diplomas for iis
graduating semiors and does not charge the student for the diploma. May the South Delta
School Distrect withhold delivery of the diploma until such time as the student has
satisfied any outstanding brury fines, textbook fines and/or retumed texthooks that may
have been checked out in his name o the school distriet? The school districet would
allow the student 1o graduare b simply proposes 1o withhold the physical diploma
certificate itself until such ttme as the student's debts 10 the school district have been
satistied.

In M5 AG Op.. Johnson (Jan. 10, 1997), which | attach herete and incorporate herein,
this office stated that charges or fines for lost or damaged texthooks, hbrary fines and
dizciplinary lings imposed for vandalism are not governed by the limitations imposed by
Miss, Code Ann, Section 37-7-335. Miss, Code Ann. Section 37-T-301 subsections (n)
ard (T provide that all school boprds will preseribe the wse of textbooks and may hold
parents responsible for compensation in the event books are lost or damaged. Moreover,
Mississippt Board of Education regulations require chistricts o mmntam a high degree of
acoountability for texthooks.

Miss, Code Ann. Section 37-1 1-19 provides that students may be subject 10 suspension
or expulsion for willful damage to school property and parents or persons in loco
parentis will be hable for all damages. Miss. Code Ann. 37-11-53 at subsection (21a)
privvadies thal parents of compulsory school age chldren shall be responsthle hinancially
for the clald's destructive acts ngminst school property wlile subsection (4) of the statate
states thot the school shall be emtitled o recover damages in an amount ot 1o exceed
H20.0000,00 phos necessary court costs from parents of students under 18 who
mxahiciousty and willfully damage or destroy school property.
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it i the opinson of this office that nose of the above provisions are the exclusive remedy
available to a school in the event o stedent has lost, destroved or damagzed school
property. Pursuant to Miss. Code Ann. Section 37-7-301{c¢) a school board has the duty
"to be custodians of real and personal school propenty and to manage, control and care
tor same, both during the school term and dunng vacation." Subsection (1) of this statute
allows a school board "o preseribe und enforce rules and regulations not inconsistent
with law or with the regulations of the Sute Board of Education for - - .the government
ol the schools.,, " Therelore o school board mov, will proper notice, adopt g rule
wheremn further property belonging to the school may be withheld from a student who
has lost, destroved or damaged school property entrusted to him or her unnl such tme as
the student or parents reimburse the school for the propenty.

Sincerely,

MIKE MOORE
ATTORNEY GENERAL
BY: Amta C. Chnton

Spectal Assistant Attorney General
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Please logout when you are done to release system resources allocated for you,
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DOCN 0000160240

DOCK 2003-0553

AUTH Richard Roberson
DATE 20040123

RONM Joseph Adams

SUBJ  Schoois

SBECD 211

TEXT Joseph L. Admms. Esg.

Miclps Dunhar
Post Office Box 23066
Jackson, Mississippl 39225-3066

Drear M. Adams:

Your request for an Cfficial Opinion has been received by this office und forwarded to
me for research and reply, Y our request on behalf of the Tunica County School Dastrict
poses five guestions related to the district's problem with recovermg textbooks issued Lo
students as well as its tmouble with students damaging textbooks and not paying for the
damaged book. | will restate each question with its response to immediately follow.

|. Would it be lpwful tor the Tumca County School Distnet (o adopt o pohicy stating that
senior students who have completed all required course work and are otherwise eligible
o graduate cammeotl walk m graduoation and will ot recerve a diploma until all
outstanding fines for missing or domaged textbooks have been paid?

This office finds no authority for o district to prevent a student from walking i the
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-graduation ceremony unless the student is lawfully suspended or expelled, but does find
authoenty for the district 1o withhold the awarding of the physical diploma wnti] such
fimes are paid. This office has previously opined that "a school board may wiith proper
notice adopt o rule wherein further property belongmyg 1o the school may be withheld
from a student who has lost, destroved or damaged school property entrusted to him or
her until such time as the student or parents reimburse the school for the property.” See,
MS AG Op.. Chaney {January 18, 2004}, Notice and an opportunity to be hesrd must be
aftorded.

2, Waoull it be lawful for the Tunica County School District to adopt a policy stating that
ne transeript or scademic information will be redeased to any college or other
educutional institution for a gradeating senior when that senior has outstanding fines for
missmng or domaged wexthooks?

Y s, This office has previoushy opined that "a school board may with proper netice
adop o rule wherein further property belonging 1o the school may be withheld trom a
stwdent wha has lost, destroved or damaged school property entrusted 1o him or her unbil
such time as the student or parents reimburse the school for the property.” See, MS AG
Op,, Chaney (January 18, 2000), Notice and an opportunity 1o be heard must be
afforded.

3, Would 1t be lawful for the school te enforce a policy stating that it will not enroll a
student in school untl thaot student has paid for all outstanding fines for missing or
damaged texthooks?

Mo, This office finds no authoriny for a school 10 deny a student enrollment for the
ghove-deseribed reasons, unless that student has been law fully suspended or expelled.

4. Would it be Taw ful for the school 10 enforee a policy requiring any enrolled student (o
pay for fines for missing or damaged textbooks before that student can be issued any
other textbooks!

Yes See, Response 1o #2 above,

5. Waould it be lawtul for the school to enforee a policy that no child's grades be released
o any andividual or school for any reason and no chuld allowed to progress to the next
grade level, regardless of whether the child has passed or fmled, unnl that child has paid
all sutstanding fines for nussing or damaged textbooks?

It is the Opinion of this office that the school would have the suthonty to not 1ssue a
report card or transcnpt to the individual or 10 the case of a graduating senior oz
described in your second guestion until such fines are paid. However, the school would
have no authority to withhold prades or other information contained 1 o cumulative
folder requested by another school for the purpose of enrolling the student in that school
as such an achion would have the effect of denying the student an opportumly 1o receive
am educution, Similarly, this office finds no authority for the distnet to not-ollow a child
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Please logout when you are done to release system resources allocated for you.

to progress 1o the next grade level for failure 1o pay outstanding fines,

A stited i Chaney, there is not an exclusive remedy for schools to deal with students
who damage or fail 1o returm textbooks or other school property. Miss. Code Ann,
Section 37-7-301 subsections (¢}, (e}, (n). (ff) Miss. Code Ann. Section 37-11-19 and
Miss, Code Ann. Section 37-11-53 provide schools with o vanety of remedies to ocdress
tost or damaged textbooks. However, while a school does have the authonty 1o impose
disciplinary punishment against & student who damages school property (or 1o seck
reimbursement from the student’s parents), a school should not act in a manner that
imposes an academic pumishiment on the student as desenbed in Questions 3 and 5,

I hipe thast this mformation his been responsive 1o your request, 11 1this office can be of
further assistance to you, do not hesitate to contact us,

Smeerely,

MIKE MOORE ATTORNEY GENERAL
By:

T. Richard Roberson, Ir,

Special Assistan Attomey General

]
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Notice of Non-Discrimination

The Mississippi State Board of Education. the Mississippi Department
of Education, the Mississippi School of the Arts, the Mississippi School
for the Blind, the Mississippi School for the Deaf, and the Mississippi
School for Mathematics and Science do not discriminate on the basis of
race, color, religion, national origin, sex, age. or disability in the
provision of educational programs and services or employment
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Director, Office of Human Resources
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(601) 359-3511
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PREFACE

The State Textbook Law authorizes the State Board of Education “To promulgate rules and
regulutions for the purchase, care, use, disposal, distribution and accounting for all textbooks to
be furnished under the tenns of this chapter, and 1o promulgate such other rales and regulations
as may be necessary tor the proper admamstration of this chapter.” Using the authornity thus
given, the State Hoard of Education has set forth in this NONPLUBLIC SCHOOL HANDBOOK
FOR TEXTBOOK DISTRIBUTION, CARE AND LISE its rules and regulation {or the operation
of the textbook program in the nonpubhic schools of Mississippi,

During the 1994 Session of the Mississipp Legislature, several changes were made im the
textbook statute, This publication will give special attention to cach of the statutory changes that
affected the state-owned textbook program in nonpublic schools, Finally, each of the noted
changes has been incorporated into the pohcies and procedures 1o ensure the effective operation
of the textbook program in the nonpublic schools of Mississippi.

In summary, this publication has been designed 1o give a comprehensive outhne relerence for
local school personnel to follow in the daily implementation of the textbook program in the
nonpublic schools of Mississippi. Texthook issues not covered in the handbook should be
discussed with members of the Textbook Office stafl.
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INTRODUCTION

Textbooks do not become the property of any one school but are state property on loan to
students attending schools that meet mmmuum stalutory and  repulatory  requirements. No
textbooks are 1ssued to individuals by the State Board of Education bul are placed in the custody
of the nonpublic schools to be issued o the students in attendance,

The texthook law gives the State Board of Education the authority o sel up a plan for
administering the texthook program. Recognizing the schools as the Jogical points of
distribution, the Board has outlined m this TEXTBOOK ADMINISTRATION HANDBOOEK s
plan of administration of the state-owned textbook program for nonpublic schools.

The admimistration of the textbook program in nonpublic schools shall be the responsibality of
the administrative head of the respective school. All such schools must be approved by the
Commission on School Acereditstion snd must hove been approved by the Northern District
Federal Judge as demonstrating an open door, non-discriminatory policy with practice.

It shall be the responsibility of the sdministrative head to render all reports required by the

Board, o issue textbooks fo pupils on the state textbook card (MT-6), and muintain proper care
and use of the state textbooks.

REQUIREMENTS FOR PARTICIPATION OF NONPUBLIC SCHOOLS

Mississippt Code 37-43-1 requires that state adopted textbooks shall be distributed and loaned
free of cost 1o the children of the free public schools of the state and of all other schools located
in the state which maintain educational standords eguivaleént o the standards established by the
Mississipp Department of Education for the state schools as outlined in the Nonpublic School
Accreditation Requirements of the State Board of Education

When o nonpublic school has verified compliance with all applicable nonpublic  school
standdards, the Office of Accreditation will submit a request (o the State Board of Education o
award an accredited status to the school.

Onee the school has received approved acereditation status, a letter reguesting (o receive
texthooks should be submitted. The Textbook Office will provide the appropriate forms 1o
document that the school operates inoa nop-discniminatory. manner moits”  admission  and
enrollment praciices, The State Board of Education will review this data and determine it the
school should be approved to receive texthooks. Alter the approval of the Stite Board of
Edveation, the documents will be forwarded 1o the Northem ULS, District Court for final
approval,
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ADMINISTRATION

The distict supermtendent appoints a staff member 1o serve ax the textbook coordimator. The
textbook coordinator supervises the local adoption process, the purchase of textbooks and
completes reports requested by the Textbook Office. Since the implementation of the Texthook
Inventory Management System (TIMS}, the texthook coordinator may also be responsible tor the
manmagement of this system. The following is a job description that may be used by the district to
desenbe the textbook coordinator’s activities, If for some reason a difterent person manages
TIMS, we ask that the other staft position be referred o as the TIMS Contact Person.

1L

Aszist the Textbook CHTice with the reporting process by subimiting the Tollowing forms:

L.Form C ~ due on October 1 {thas lists the Local Texthook Selection Commitiee membors)
and is to be submitted online at www.mde k1 2.ms.us/textbooks,

2.Report of the local adoption resulis, due 35 days after the local hearing.

3.End of year closcout process — Active Inventory, Surplus Inventory, and Request o
Dispose of Unusable Textbooks. Report to be submtted i Texthook Inventory
Management System (TIMS) no later than June 15,

4. The fonm to suggest possible State Rating Committee members, due mid-June,

Assist with State Adoption Rating Committee member.

A, If the distriet has a State Rating Committee member, assist with providing release
time for the person o attend the orentation meeting with publisher presentation.
B.  Provide release time for the review of materials and storape if needed

Asssst with the ﬂdnrﬂlun process ol the district level,

A, Make sure that the Local Selection Committee i informed aboul the local hearing
andl cany attend the mecting,.

B, Work with the Local Selection Commuittee members so that they understand how 1o
evaluate textbooks and that they work together as a cominittee,

C. Work with the committes o make sure “Official Local Adoption Examination
Copres” are returned 1o the deépository.

. Meet with committes after the hearing (o complete the hallot,

Assist with the ordering process tor the district.
A, Assist with the allocation of funds needed by cach school.

B.  Reveew the purchase orders betore sending to the depository,

C.  Muke sure the policies of the local board are followed as of relates 10 the purchase of
texthooks
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TEXTBOOK ADOPTION SUMMARY

The schools of Mississippi follow o five (5) year adoption eyele with the nght of the board, in s
diseretion, to renew o1 extend the contract from vear 1o year for a penod not excecding two {2)
addrtional years, (Section 37-43-19 {c), Mississippi Code of 1972, Annotated).  The detailed
steps of this process are as follows:

. Subject greas are designated as current according o the Adoption Cyele Schedule,

. The Misstssippi Department of Education distnibutes the curniculum standards.

. The publishers submil books for bid that meet the standards.

. For each subyect area, the submitted books ore reviewed by a seven-member State Rating

Committee. The commitice 15 comprised of four members appointed by the State
Supenntendent and three members appointed by the governor,

. The books that are adopted must satisfy ot least of 830% of the comiculum standards, A
contract 15 entered inte with the publishers and a contract price is estublished for each
book: fora pernod of five years with the nght of the board, in 1ts diseretion, to renew or
extend the contract from year to vear for a period not exceeding two (2) additional years
(Section 37-43-19 {¢), Mississippi Code of 1972, Annotated),

. For cach subject aren, up to cight programs are adopted o provide o variety of choice for
the individual schools.

» Copies of the adopted books are sent to each school distriet for administrators and
teachers to review,

. During the State Caravan, School Book Supply Company and the publishers travel

throughout Mississippi to provide each school district the opportunity 1o hear
presentations about the newly adopled books. The adventape (o this approach is that i
provades teachers, admimistrators, and parents from all distnets full oecess to the newly
adopted texthooks regardless of the location or size of the distrct.

. After reviewing the books and attending the presentations on State Camvan, the districts
decide which books they want to use in their schoals,
. Districts then purchase the selected textbooks through the depostiory or directly from the

textbook company
This 1s a summary., A detail explanation on the adoption process can be found in Part B of the
Textbook Adoption Handbook st hitp: Swwwomde k2 s s e ook textbooks, hm.

ACOQUISITION/REQUISITION

Stute-owned texthooks may be procured moa vanety of wavs. However, all requisitions for
nonpublic schools stilizing state funds must How through the Textbook Office m the Mississipm
Department of Education. Please find listexd below, the approved methods and procedures 1o
tollow in the procurement of state-owned textbooks

l.  STATE-ADOPTED TEXTBOOKS:
Textbooks that are on the state-adopied hst maey be procured throogh the Mississipp

Depurtment of Education from the pubhishers” depositories. Remember, the Texthook
Ufhice in the MDE must approve all requisitions.
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Textbooks that are listed on the state-ndopted list may be procured through the Textbook
CHfice in the Mississippi Department of Education directly [rom the publisher. Schools
wishing to use this procurement provisston must obtain a Textbook Order Form from the
wehsite al www mide k12 ms uslextbooks, complete it and refumn it o the Texthook Office
for processing. Schools are reminded that textbook law requires that o district not pay more
for a texthook procured from the publisher than the price stated in the current state-adopted
catalog.

NON-ADOFPTED TEXTBOOKS:

Textbooks that are not state adopted may be purchased by the nonpubhe schools through
the Mississippt Department of Education directly from the publisher or vendor as is
appropriate. Schools desinng to atilize this provision should submit any such request on
Textbook Order Form from the website &t www.mde k] 2 ms usiextbooks. While there are
no review reguirements asseciated with this procurement method, schools are encourged
o develop o review and evaluation plan o ensure that quality textbooks are being
purchased.

PURCHASING PROCEDURE:

To ensure that intermnal controls are in place o document the most efficient use of wxpayer
dallars, nonpublic schools are required by the Mississippi Board of Edocation 1o follow the
state bid requirements established by Miss. Code 31-7-13. Annotated 1972, The
Mississippr Board of Education also requires that nonpublic schools comply wath the
procedures set forth in the Department of Finance and Administration’s Procurement
Manual, Seetion 3,202 when purchasing non-adopted textbooks.

Textbooks that are adopted are placed under state contract. Textbooks under state contract
are exempl from the bidding process,

BIDDING REQUIREMENTS

Ao B083, 500 — Purchase from any vendor,

B 53,500 - 315000 - Obtain two (2) or more woitten quotes. Facsimules and email are
acceptable.

. Ower 815,000 - Must be advertised. Allow 3 Y to 4 weeks for bid 1o be awarded.

Note: The nd dollar limits do not include shipping or fretght costs,

PURCHASES OVER 315,000

A, Nonpublic schools that purchase nop-asdopted textbooks in excess of 15,000 are
reguired to mantain sealed bud supporive decumentation for three (3) vears alter the

audit report 15 released. If a purchase 15 in ihigation, the liles shall be mantaimed until
reso]ved.
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The documentation 15 required 1o suppont award  decisions, assure approvals,
compliance with regulations, and sustain any reviews or litigation. Documentation
should include but i3 not limited to the following: Bid List. Bid Opening Sign-In
sheet, Bidders Spreadshects, Witness Signature;, Requisition, Nobice o Contract
Procurement Center®, Public Notice to Newspaper, Bid Specilications, Original Bids,
Bid Envelopes, Bid Addendom, Precl of Adverisement, Bid Evaloation and Awird
by the nonpublic school, Approval Form or Letter from Texthooks, and Award Letter.

*The Mississippt Contract  Procurement Center 1 8 non-profit
corporation that assists Mississippi business with id notifications.
Misstssippt Code, 31-7-13 (¢ (1) reguires that |} purchases over 515,40
be pdvertised in o newspaper once per week [or two conseeutive weeks
and 2) that the same notice sent o the newspaper 15 also maled or
electronically sent w the man office of the Mississippr Contract
Procurement Center.

Mississippi Contract Procurement Cenler
1630 Popps Ferry Road, Suite 229
Biloxi, MS 39532

Telephone: 228-306-128%

FAX: 228-396-2520

Email: mprogoffi@mscpe.com

SOLE SOURCE TEXTBOOK PURCHASE

A,

12

'extbooks that ure sold by only one supphier or one source may be purchased without
competitive bids. The Textbook Office must approve the sole source purchase. ln

addition to pror approval by the Textbook Office, the procedures listed must be
followed.

Each school must provide written certification of the conditions and cireumstances
that reguire the purchase.

The requesting school will complete the Mississippi Department of Education Special
Cirvumstances Approval Form, Mississippr Department of EducationSC-1, Tor sole
source lextbook purchases, The designated school official must sign the Mississippi
Department of Education/SC-1 form.

I'he requesting school will submit a letter from the vendor on company letterhead
stating that the particular textbook supplier is classified a5 a sole source. The letter

must be signed and dnted,

The Texthook Otfice will review and approve the sole source purchase:
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IX.

F.  The Textbook Oifice will retum the approved Mississippi Department  of
Educntion/SC-1 form to the requesting school, Documentotion should be maintmned
with the purchasing files.

USED TEXTBOOKS

Used textbooks, both adopted and non-adopted, may be procured through the Textbook
Office in the MDE. Form MT3 must be completed and submitted 1o the Textbook Office,
who will submit the order 1o vendors of used textbooks.

Texthooks purchased from vsed textbook compames will not recerve a free weacher edition
or any other ancillary matenials that are listed ps free wnder stale contract. Please be aware
that textbooks purchased from used textbook companics may be first editions or first
primting and may contam errors,

PETITION TEXTBOOKS

Textbooks may be procured through the petition process, Smee the recent revision in the
textbook law has eased procurement requirements for non-adopted textbooks, it is guite
likely that this proviseon i3 no longer desirable or feasible. However, if a school or schools,
depending on the circumstances, should choose to go the petition route, the State Board of
Education will be glad to consider the petition for possible approval.

CASH PURCHASES

If a nonpublic school desires 1o use funds other than stute textbook funds lor the
procurement of wextbooks, all such requisitions and/or purchase orders should be submtted
directly to the depository, publisher, or used textbook vendor.

INCOMING SHIPMENTS

It 15 sugpested that each nonpublic school develop and follow a plan that would ensure all
tncoming textbook shipments have been recetved in an orderly manner.

INSTRUCTIONS FOR HANDLING INCOMING TEXTBOOK
SHIPMENTS

SCHOOL'S RESPONSIBILITY

Each school should designate someone at cach school W serve as textbook custodian
Usually this will be the principal, but it could be a teacher or other school employvee,
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CUSTODIAN'S RESPONSIBILITY

The custodian is accouniable for all textbooks shipped to the school. Therefore. hie/she

should persomally necept and check all meoming shipments of 1extbooks requisitioned
through the state-owned textbook program. If the custodion cannot accept and check
shipment, the responsibility should be delegated to someone that 15 thoroughly competent
amdl has & comprehensive understanding of the lextbook procurement process,

CHECKING IN FREIGHT SHIPMENTS

When the freight company secures a signed delivery receipt without any exceptions being
nofed on it the shipping company 15 automatically released of its hability for losses in the
shipment, Therefore, it is imperative that the total number of cartons delivered to the school
be accurptely counted before a shipment is accepted.

SHORTAGE IN FREIGHT SHIPMENTS

The number of cartons massing should be plainly marked on all copies of the delivery
receipl before thay are sigmed. Do onot sipn bor any shipment unless a copy ol the receipt is
provided for the school's files. Do not sign for a complete shipment contingent upon the
shipper’s promise to locale the missing cartons later,

DAMAGED CARTONS

It there is evidence that any cartons have been damaped by rough handling or 1 any other
way, domages should be noted on all copies of the delivery receipt, It s later found that
somi of the textbooks have been damaged, the approprigte publishers’ depository should be
notified so that the books may be replaced. If the books are bemg procured from a
publisher or other vendor, then the appropriate business should be notified, 11l is not
possible to reach the depository, publisher or other vender. please contact the Texthook
OfTice w (601 354-7543,

CHECKING TEXTBOOKS

I'he publishers' depositonies tor publishers with state-adopted textbooks i Mississipp will
include with each shipment a copy of the packing slip that will indicate only the textbooks
contaned in the shipment, Backorders and textbooks shipped previously will not be listed
on the packing slip, As spon as possible, after the receipt of the shipment, all cartons should
be opened and checked against the packing ship. As cach carlon 15 opened, please make
sure that the name of the recerving school appears on each box, Otherwise, the shipment of
texthooks may belong to another school and the shipment will oot check with the packing
ship.
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IMFFERENCE OF PACKING SLIP AND SHIPMENT

IF it 1s found that the quantity of textbooks ordered does not check with the number- and title
listed on the enclosed copy of the packing slip, make a recheck to verity the onginal count.
If this recheck shows the same ermor as the first count, please notify fmmediately, the
depositones, publishers or vendors of the discrepancy. If the error relates o an overage, do
nel take any disposition action until so instructed by the depository. 15 you are unable 1o
reach the depositonies, publishers or vendors, please contact the Textbook Otfice at (601}
354-7543.

BACKORDERS

I1 the depository 15 oul of stock of any title included on a requisition, 1t will be noted on the
green involce that will be recetved from the publishers' depository approximately one week
after the textbook shipment. Any bitle that s on backorder will be shipped as spon as stock
becomes available, I a school desires to eancel an existing backorder, plesse notify the
publishers® depositories or vendor. Also, please fecl free o discuss any problems that the
school may be experiencing because of backorders that have not been Glled inoa timely
AT,

GREEN INVOICES

The green invowee provides proof that the requisitioned textbooks have been properly
received in the local school; therefore, each green invoice must be on file in the Textbook
Office i the MDE, When o determmation has been made that the shipment has been
satisfactordy received, the custodian of texthooks should sign each green ivoiee and retum
it to the Textbook Office, Mississippt Department of Education, P, O, Box 771, Jackson,
MS 39205-0771. Please return each preen invoice soon after the receipt of the textbooks,

Do not hold the invoiees until the end of the year before returning them,

DEFECTIVE TEXTBOOKS

Cocasionally, the texthooks that may be defective in workmanship will be recerved. It one
or more defective texthooks ure recetved, the school should notfy the depository and
request immedhate replacement of any defective textbooks. [F this 1% nol convement, please
contact the Textbook Office in the Mississippt Department of Educaiion ot (601 ) 354-7543.

STAMPING ANMD MARKING TEXTBOOKS

Please do not stamp the school name, number, or students’ pames in textbooks antil it is
positively determined that the books received aré the ones that were actually ordered and
needed tor that particular course. A depository will not accept for return textbooks that
have been stomped or marked.
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N1, SOLE SOURCE (FORM 5C-1)

This form must be wsed when requesting special circumstances approval o purchase
texthooks from only one source.

FUNDING

Funds for the procurement of textbooks distributed through the Mississipp Department ol
Education must be used w0 purchase ttems that meet the defininon of a wexthook as stated in
seclion 37-43-1:

“Texthook shall be defined as any medium or manual of instruction which
confains a systematic preseniation of the principles of a subject and which
constitules & major instructional vehiele for the subject.”

L. IMSTHRIBLTION

The Mississipp Legislature will annually appropriate funds to the Mississippr Department
of Education for the procurement of textbooks, The funds will be distributed 1o the
nonpublic schools on a per-pupil basis based on the average daily attendance for the entire
nine months of the previous school year for grades K-12. The per-pupil amount will be the
same tor public and nonpublic schools. All textbook funds may be utilized to procure
texthooks in accordance with the policies contained in this handbook, Texthook funds for
nonpublic schools will be issued as credit that may be vsed to procure stale-owned
texibooks,

1.  FREIGHT COST
Each nonpublic school will be responsible for the payvment of the freight costs incurred in
the shipment of the textbooks 1o the local school or district. This cost will be charged
agaimst the school's allocation,

Ul CARRYOVER

All unexpended credit on hand on June 30 for & respective nonpublic school will be carned over
for the expenditure for state-owned texthooks in the next school year,
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ACCOUNTING
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V.

ODOWNERSHIP

All textbooks are the property of the State of Mississippi and are on loan 1o the nonpublic
sehool from the Mississippi Department of Education. Each scheol must make available for
transfer all textbooks that have been declared surplus by the nonpublic school.

ISSUANCE OF TEXTBOOKS

The label on the imside cover of each textbook shall be completed before the texthook s
issued 1o the pupil. Dophicate textbooks cards (MT-6) shall be made for all pupils receiving
textbooks. These cards shall be completed so that the wentity mnd condition of the
textbooks are clearly shown. After the parent’s signature has been obtuined on the card, the
pupt| shall be 1ssued the textbook. At the end of the session, upon the student's transfernng
to another nonpueblic school or of any lime orderdd by the teacher or the admimstralive
head, all books shall be returned by the puml: and the textbook cuare, signed by the teacher,
shall be given himdher ns a receipt, The pupi] shall present the card upon re-enrellment at
the nonpublic school next attended before any texthooks are 1ssved 1o lime'her,

REPLACEMENT OF TEXTBOOKS

If at any tme during the session the pupil loses a texthook, he'she shall be charged o
replacement fee. The replacerment fee charped the student mmst meet the stotutors
requirements of Section 37-T-301 (1) of the Mississippt Code of 1972, which states:

“As part of their duties, the local district school boards may require that
parents/legal guardians be responsible for the textbooks and for the
compensation (o the school district for any textbooks that are not returned
to the proper schools upon the withdrawal of their dependent child. If a
texthook is lost or not retwrmed by any student who drops out of the public
school district, the parent or legal guardian shall alse compensate the
school district for the fair market value of the textbooks.”

DAMAGES

Admimstrators and leachers distnibuting the textbooks to pupils in nonpablic schools are
authorized to collect for any damage to, or excess wear of, textbooks, The amount collected
should be determined by the extent such domape has imparred in the future use of the
textbook and should be sufhicient to impress upon parents and students the necessity of the
proper care of state-owned texthooks. It s recommended that the coflection be based on a
percentage of the deprecisted cost of the texthook and that o chart be developed by the
nonpublic school for this purpose 1o bring about equalized charges among all classes ond
schools in the system. All money thus collected shall be transmitted to the Texthbook Office
m the Mississipm Department of” Education,
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All fine and damage collections shall be reported on the proper form (M1-8) snd the
money sent to the Textbook Office in the Mississippi Department of Education. IF a student
pays a e based on the total cost of the textbook, the book then belongs to the student. All
fines and damages received in the MDE will be credited back 1o the respechive nonpublic
school system in which they were collected for expenditure in the collecting school.

INVENTORY

An annual inventory of usable, unusable, and swrplus textbooks shall be conducted and
submmitted to the Mississippi Department of Education by June 1 of each year,

SALES

The State Texthook Law, Section 37-43-33 of the Mississipm Code of 1972 provides that
parents, persons or school boards may purchase textbooks directly from the publisher's
depository. The price of books shall be ot contract price plus whatever postage or delivery
charges might necrue

NON-FREVENTABLE LOSSES

In the past whenever textbooks were lost through non-préventable causes such as tomado,
fire, theft or hurricane, funds were maintmned at the state level to replace the destroyed
state-owned textbooks. Since this emergency tund 15 ro longer maintmned. nonpublic
schools are encouraged 1o maintmn a contingency fund or plom (o wtilize i the replacement
of textbooks in the event of & disaster oceurring 1n g school, Further, schools are reminded
1o dedete textbooks that may have been destroved Gom their current inventory.

DISPOSAL OF UNUSABLE TEXTBOOKS

AL

DETERMINATION OF DISPOSABLE TEXTBOOKS — Each nonpublic school will
determine 11 textbooks are unusable. Texthooks may be unusable because they are twelve
vears or older, or not relative to curment cumculum framework or the textbooks may be
physically wom-out to the point that it 15 not feasible or practical for continued use. Belore
a school district disposes of texthooks, 1t must be approved by the Superintendent and the
information must be entered into the Textbook Inventory Management System (TIMS) and
then lorwarded fo the director of the Textbook Office for final approval,

METHODS OF DISPOSAL - Several approaches are available for the disposal of
unusable textbooks. Listed below are methods in prionity order of consideration:

I, Prionty should be providing the unusable textbooks 10 students presently in attendance,

School districts should maintain records regarding the number of 1extbooks disposed of
throupeh this method,
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2. Unusable textbooks can be sold to o debinding company 1or paper-recycling purposes.
Any lunds received for the sale of textbooks through this provision shall be credited
hack 1o the school that sold the textbooks for wse in the purchase of additional
textbooks. Because of the small price paid for the textbooks by debinding companies,
thas method 15 not very practical unless a district has o large quantity of unusable
textbooks for disposal. Records must be maintained by the distnet reloafive 1o the
number of textbooks disposed of through this method.

NOTE: The Mississippi Department of Bducation will attempt o assist local
districts in the location of a company that would purchase the textbooks for
debimding and subseguent recyeling of the paper. Contact information is listed w the
following website: hitpr/wwwomide k1 2 ms usTextbook texthooks htm,  School
distnets are ot requiced 0 use such company recommended by the MDE. Each
distriet has the discretion and authority o secure 48" own debinding company,

3. Unussble textbooks can be donaed to local non-profit organization. Any oon-profin
organization desiring to receive unusable textbooks must make application to the local
school board from which 1t desires 1o receve the donated textbooks. This application
should detail the plans and intentions relative to the tuture uhilization of the dopated
texthooks slong with background information on the non-profit group. As part of the
application to receive books a copy of their IRS designation should be requested. When
the IRS pives a designation of a 504-3-C, vou can be assured that this is an approved
non-profit organization. In ne case may textbooks be donated 1o any group without
prior approval of the local scheol board of the district from which the texthbooks are
heing requested, Schoaol districts should minntain records of the textbooks disposed
through this method,

NOTE: School distncts desining assistance with the application process for the
donation of unusable textbooks to non-profit groups should contact the Texthook
Office in the Mississippi Department of Education. Further, districls are encouraged
to utilize much discretion in the donation of textbooks o agencies outside the public
damain so as not 1o conflict with other regulstory requirements placed upon local
districts,

4. Unusable wextbooks con be donated 1o national non-profit organizations for distnbution
to Third Warld and similar countries. Several factors should he taken into conssderation
when one 1 making donations of unusable textbooks.

n. All donations should involve non-profit or similar agencies that will place the
texthooks in Third World countries or in an ares that experiences a vast depravity as
Far as instructional matenals are concermed.

b, All agencies mterested in receiving donated wnusable textbooks must first complete

and submit to the school district a wrtten application. An example of an upplication
firrm may be secured from the Texthook Office.
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¢ All applications must be approved by the local-school board prior 1o the donation of
any unusable textbooks 1o any agency submutting such application.

d. School districls are urged o use extreme discretion in the donation of unusable
texthooks so a5 not W enter into 4 conflict with other legal requirements,

5. 16 none of the shove-ligsted disposal methods s practical or feasible, the unusable
textbooks may be destroyed in the most convemient moanner. However, distnicts are
encouraged 1o use one of the other disposal methods when it is possible,

KRegardless of which method is used, it is suggested that records be Kept of inventory, date,
and method used to dispose of unusable textbooks.

SURPLUS TEXTBOQOKS

For several years the surplus textbook program has been gquite popular and beneficial to schools
throughout the state. Basically, a surplus texthook s one that 15 stll in good physical condition
but is no longer being used in the school usually because of the fact that 1t has been updated, In
mast situations, the surplus textbooks will be from a previous adoption and may be much more
current than those being used 10 some distncts, We ask that books wath a copynght of 12 years of
age or less be kept in the surplus book program. Since thes program has been so successtul in
mecting the texthook needs of schools throughou! Massissippi, it s bemg continped,

STEPS TO BE FOLLOWED IN THE SURPLUS TEXTBOOK PROGRAM - In order for
the surplus texthook program to operate in-a smooth ond efficient manner, local school distnets
are required 1o use the fallowing steps:

A, LEach school shall update the inventory of surples textbooks ot the conclusion of each
school year. The inventory update shall be entered into the Textbook Inventory
Mansgement System (TTME) and must be completad no Lter than June 15 of each vear. I
chunges are made during the year, the system must be updated.

B. Schools that need swplus textbooks should go to the Textbook Inventory Management
System (TIMS), Select the request sereen and make the surplus inguiry. The ISBN should
be entered inte the system along with the gquantity needed. This 15 a reguest system nol o
SEARCH tool. Request one ISBN at & time.

. Onee the needed textbooks have been localed in Textbook Inventory Manogoment Svstem
(TIMS), contact the district textbook coordinator and ask that the request be approved. The
dhstrict textbook coordinator will indicate the approval m the system under Ingquere/Modify
requested and contact the distoer that owns the textbook to ask il the distnct wall release
the hooks,

D The district that owns the books will approve the surplus transter in the systemy by gomg to
the approval surplus transter screen.
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E.  This is a distnct-to-distriet function, Al no time should o principal call schools to ask if
they have books and if they will release the books that they own,

F.  If the proper process is not followed, the ending inventory of two districts will not be
carrect.

€. All freight costs incurred in the transfer of the surplus textbooks will be paid by the
receiving school/distoo, Shippmg amangements should be made before approval is given.
PLEASE do not ask the district sending the textbooks to pay the shipping costs. All books
should be prepaid or picked up,

TEXTBOOK LSE

PUFPIL USE - Please be reminded. that teachers should permmit-all pupils o all grades of any
school 10 carry texthooks o ther homes for study. This is based on the following excerpt from
Section 37-43-1 of the Mississippt Code of 1972

“Teachers shall permit all pupils in all grades of any public school to carry to
their homes for home study, the free textboolks loaned (o them, and any other
regular texthooks whether they be free textbooks or not.™

HOME SCHOOL PUPIL USE - House Bill 308- requires a local school board 1o maoke
available to parents or legal guardians of any school-age children who reside o a school dastriet,
upon request. any textbook(s) on the state surplus inventory list. The parent or legal puardian 1s
responsble for the return of the textbookis) 1o the district upon complenon of use of the
texthookis) or they will be required to compensate the distnet for the fair market value of the
texthookish  Effective Date: July |, 2006, Local school districts can contact the Office of
Texthooks for an example of a suggested home policy,

PROCEDURE FOR COMPLAINTS/OBJECTIONS

Any person may fife a wnitten ohjection o any texthook adopted or propesed Tor adoption for use
as o free texthook m Mississippi. The written objection shall set forth clearly and specifically by
direct relerence o page and paragraph the material o which objection 18 made, together with &
concise statement of the Teasons for the objection. Also, ony person may Gle o written complamt
of an alleged violation of the Textbook Admimstration Handbook Rules and Repulations. The
written objection shall be maled or delivered o the Director of Texthooks, who shall promptly
send a copy to the Director of OET. who shall forward to the State Supenntendent of Education,
and 10 the publisher affected. The publisher shall provide & written response and/or request for
hearing before the Mississippi Board of Education within twenty (20) days afier receipt of the
written objection by the Director of Textbooks: If the Director of Texthooks does not receive o
response within the twenty (20} day time period, the publisher's nght to 8 hearing is deemed
waived. The Director of Textbooks shall, within sixty (60} days after receapt of the wnlten
objection and after a thorough investigation, submit a written report (o the Superintendent of
Education recommending such zction as the Director of Texthooks and OET deems appropriate
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and the reasons for such recommendation. The Supenntendent of Education may make a
recommendation 1o the Mississippl Board of Education. The decision of the MBE may be basis
of the written objection, the written response (o the publisher, and the written report of which the
persoin objecting or who filed a complamt, the publisher mmvolved and any other interested
persens may be requested to appear. The decision of the Mississippi Board of Education shall be
made promptly, and notice of the decision shall be formished 1o all interested parties within a
refsnnable fime period.

LARGE-PRINT AND BRAILLE TEXTBOOKS

Large-print and Braille texthbooks may be obtaned through the Mississippt scheol for the Blind
by any school thit has students that are visually handicapped. Inguirtes for large-print and Braille
texthooks should be submitted to:

Mississippi School for the Blind

Mr. Kevin Klinard

[ 252 Fastover Dnve, Adm. Bldg, Foom 30
Juckson, MS 39211

Phone: (G0 ) 98452736

Al the close of the school term, all large-print and Braille textbooks must be retumed to the
Mississippt School for the Blind, They are to be returned through the Umited State Post Office
and marked; READING MATTER FOR TIHE BLIND - FREE - 13832 - 13892, If the

packape contaimnge the large-print and Braille textbooks is labeled in this moanner, there will be
no cost [or the shipping. DO NO'T ship the books back freight collect by freight line or UPS.
REMEMBER

. Large-Prnt and Braille books should be returned o the Mississipp School lor the
Blind ot the address stated above.,

=  PLEASE DO NOT ship or deliver any large-print or Braslle books 1o the Textbook
Office in the Mississippi Department of Education.

REBINDING OF TEXTBOOKS

Coptacl  mformation for  rebinding  companies @5 ovailable ot the  [ollowing  wibsite;
http/fwww mde k12 msus Testbook textbooks. hitm.  School distncts are pot required 16 use
such company recommended by MDE. Each district has the discretion and authonty (o secure
its' own rebinding company, The cost for rebinding may be paid from funds that vou use for the
purpose of the purchise of texthooks.
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DEFECTIVE TEXTBOOKS

For those lexthooks that are on the state-adopted hist, schools dre reminded that these textbooks
must be built by very rigid construction specifications. The contract between the publisher and
the Mississippt Department of Education requires thal the adopted textbooks must continue to
measure up 1o these construction standards. Therefore, any school that fails to receive defective
lextbook replacement assistance from the publisher should contact the Texthook Office m the
MDE. Schools ore also reminded that the issue of defective, used texthooks should be discussed
with the vendor from which the used textbooks were purchased,

I When the school receives defective texthooks, the depository or publisher from which the
texthooks were purchased should be contacted with a reguest to replace the textbooks.
Contact the depository or publisher before retuming defective textbooks for instructions on
the methoed of retum.

Il.  lextbooks may become detective after they have been in use for-a while. Usually detects
will take the torm of pages falling out of the textbooks or covers coming loose from the
book block. Normally, if there 15 4 defect of this type in workmanship, it will usually
become noticeable within the first two or three years of use. The school or school syatem
should contact the depository or publisher. discuss the problem, and seck replacement of
the defective textbooks, Publishers/vendors are vsually cooperative in the replacement of
defective texthooks and are most interssted in removing, defective texthooks from the
school setting.

CASH ORDERS

Nonpublic schools shoull net send any cash orders for textbooks to the Mississippt Depantment
of Education, All orders should go to the depository, publisher, or the vendor m the case of used
lexthooks, Only orders that are to be charged against the school's credit allocation should be sent
to the Textbook Office in the Mississippl Department of Education.

TEACHER EDITIONS AND COMPLIMENTARY MATERIALS

In recent vears, it has become @ common priactice for publishers to provide complimentary
materials as well as teacher editions when a school purchases a publisher's texthooks.

L Publishers with stale-ndopted textbooks are required to provide teacher edions when
avalable, to gecompany the student edibons reguisitioned by the school.

Il Publishers are required to st on the textbook bid form all complimentary msterials along
with the terms and conditions under which the materials will be given 1o the schools, This
mnformation is o parl of the contract entered into between the MDE and the publisher, This
mformation 15 also on file and may be found in the Textbook Catalog as well as on the
MDE web page.
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If o school fails to obtain the promised complimentary materials, the school should contact
the Texthook Office in the Mississippl Department of Education, Schools are remanded that
publishers/vendors will not be permutted to give away or promise free matenals mol
certified on thew bid form. The provision of free material will be in accordance with the
terms and conditions included on the bid form and contract,

school distnet personal should be reminded not to ask a publisher o provide materials as a
part of an adoption that 15 not listed on the company bid. Please do not ask 10 “make a
deal.” This type of request s a violstion of the contract between the Mississippi
Department of Education and the company. Also a company represcatative should not
prommse items that are not a part of the bad.

FORMS

Several forms are utilized in the implementation of the state-owned lexthook program. Please
find a listing of the current forms:

L.

1.

11

I,

TEXTBOOK LABEL (MT-1)

This property label 1% psed for wextbooks atter the ongmal label 15 po longer usable, The
Texthook Office in the MDE will continue to mointain a steck of bath and will distribute
labels to the schools upon reguest.

REPORT ON DEFECTIVE TEXTBOOKS (MT-5)

This form is utilized for providing information reparding defective textbooks o the
depository or publisher. This form is availuble upon request from the Textbook Office in
the MDE. "lease note that the report should be submitted to the depository or publisher and
oily to the Mississippn Department of Education a$ o last vesort, However, if 4 school
experiences difficulty n the replacement of defective texthooks, please feel free 10 contaci
the Textbook Office.

TEXTBOOK CARD (MT-6)

This cird s used for issung lextbooks 10 students, This permits the school 1o keep a recond
ol the students towhom the texthooks have been issoed.

RECORD OF REFUND (MT-8)

This form is uséd 1o sccompany the remittance of collections {or fines and damapes 1o the
Misssssippe Bepartment of Education.

AA-24



V. SOLE SOURCE (FORM 5C-1)

This form must be used when requesting special cireumstances approval to purchase
lexthooks from only one source.,

BACKORDERS

From time 1o time, there will be situations where o state-adopted textbook may be on back order
when a school submits a requisition. Hopefully, backorders will be somewhat of a rarity and it 15
hoped that the depository and the respective publisher will work together 1o stock the texthook as
expeditiously as possible. However, when a school disinet expenences a lengthy delay in the
filling of & backorder, the Texthook Office in the Mississippi Department of Education should be
contacted and netified. This action is essential smee it is possible that the Textbook Office may
not be pware when lengthy backorders occur because of the fact that only requisiions from
nonpublic schoods flow through the MDE.

PETITION PROCESS

Section 37-43-31 of the Mississippt Codde of 1972 contains o provision whereby five or more
achoal boards may petition the State Boord of Education o add 0 book or senes of books to the
state-adopted list. With the implememstion of the statutory provision in 1994 that permits n
school o procure non-adopted texthooks, this provision may no longer be prachical or feasible
for schools 1w follow in the procurement of non-adopted texts. However, if a school o chooses o
petition the State Board of Education, the following policies and procedures should be adhered
toat

L. N{r[li:ll.'lhll'i.‘ schonls oy pretition the Stoate Board o Education o allow for the regusihon of
non-adopted texthooks,

a.  Five or more school boards may petibon the Stale Board of Eduecation to add one or
more textbooks or series of textbooks 10 the approved list of state adoptions. The
State Board of Education wall have sixty days to act upon the petimion and of 18 15 nod
acted upon in this ime penod, the petition shall be deemed as approved.

b Aschool may petition o the reguisition of "new and moovative” textbooks that kove
become svanlable since the last 1exibook adoption in the respective subject area.

. Considesation shall be given 1o the nonpublic schools when petition reguisitions are
submitted under any of the tellowing provisions.

A, Bach school thal submits o petition must seeure ol least one copy of each texthook
meluded in the petition for review and evaluation purposes. Each nonpublic school
subrmatting o petitzon shall select u commiitee of no fewer than three individuals 1o
review amnd evaluate each textbook or senes included in the petition. These
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D.

o

individuals must have expertise in the subject area being reviewed, and at least two of
these mdividuals must be leachers, Each reviewer/evaluator shall utilize and submit a
review lor provided by the Mississippi Department of Education.

Each school submitting a petinon shall provide o rationale as to why cumrently
adopted texthooks are not sutficient to meet the needs tor the courses for which the
non-adopted textbooks are intendexd.

Each school submitting o petition under the "new and innowvative" provision (Mem [,
provision By must provide evidence that the petitioned textbooks meet both the "new
and mnovative” requirements.

All textbooks requisitioned through this process shall be purchased by the petitiomng
districts. Schools may submit petittons ot any tme during the school vear.

Each school submetting a petition for non-sdopted textbooks shall receive approval of
its board prior to submission, and it must state on the petition the date of such board
action,

Each district submitting a petition request shall state on the petition the quantity of
each title petitioned along with infermation regarding the publisher.

Publishers having textbooks adopted through item L provisions A and/or B, must be
willing to submit i bad, execute o contract and bond with the state of Mississipp, and
provide o stock of books in their Mississippi depository sufficient to meet all
reasonable demands. Conseguently, schools must iitially determane if the publisher
whose textbooks are being petiliened will be willing 1o mesgt all ol these regqumements
before submitting a petition. Each publisher whose textbooks are petitioned mus
supply one copy of each stodent and teacher edition o the Textbook Office m the
Mississippi Department of Eduveation to be wsed for review purposes; and the
textbook 15 subseguently approved by the SBE. it will be placed on lile for review.,
Contracts entered into with publishers of successtully penitionad texthooks will have
the same expiration dates as all other textbooks in like subject areas,

The Mississippi Department of Education shall designate one person, having expertise m
the respective subject areafs) for which texibooks are petitoned, 1o review the petitbon and
the textbook for recommendation o the SBE, The SBE will recommeend appropriate action
to be taken regarding the addition of the textbooks o the hist of state adoptions,

Schools receiving Stute Board of Education approval on petitions will be notified prompily,
and action will be taken to sdd the requested textbooks to the state-adopted list as soon as
possible,

Every textbook opproved through the petition process as listed in item #1, provisions o ond
b, must be submitted ot the next regulary scheduled texthook adoption for the respective
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area concerned, Fallure of the textbook to make the state-adoption list will result in the
lexthook's betoming unavailable lor purchase through the petition process.

DISTANCE LEARNING AND ADVANCED PLACEMENT TEXTBOOKS

Texthooks needed for wse in distance learming and advanced placement courses should be
procured by the school dicectly from the depository, publisher or vendoer of the textbooks by
submitting a requisition o the Textbook Office in the MDE.

RETURNS

Schools are reminded that any unused textbooks should be retumned to the depository, publisher,
or vemdor from which they were purchased,

Textbooks purchissed durmg o fiscal yvear must be returned during the same year of purchase in
order to recelve credit from School Book Supply Company of Mississippr. Any texibooks that
are not returned by June 30 of the fiscal year shall not be retumed for credit, These texthooks, it
not 1 be used by the purchasing school distriet. must be placed on the surpius textbook hst.

Textbooks may no longer be retumed to Schoeol Book Supply Company of Mississippi for credil

if they have been marked or bar-coded. Opened kits may not be returmed either.

RETURNING TEXTBOQOKS FROM INELIGIBLE NONPUBLIC
SCHOOLS

If any nonpublic school fals to meintain approval by the State Board of Education. it will be
necessary. for all state-owned textbooks 10 be retumed. Procedures Tor the retum of state-owned
texthooks trom mehigible nonpublic schools are outlined below.

I All nompublic schools that are mehgible for partcipation in the state-owned textbook
program shall return all state-owned textbooks to the Mississippt Department of Education
o 118 designee.

. Nonpublic schools whose eligibibity expires by the December imeeting of the Stiate Board of
Education of any year shall have until the following June 30 w0 complete the retum of its
stote-pwned inventory to the MDE,

I, Each ineligible nonpublic school will be supphed no loter than Moy 1 with o hsting of s
current textbook mventory as reflected by the most recently submitted inventory plus an
inventory of all textbooks procured since the lost inventory was filed. Any discrepancies
hetween the inventory of the school ond thot of the MEYE must be justilied in writing,
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Duning the month of July sfier the loss of ehgibility of the nonpubhc school, MDE staff
will be available 1o assist each nonpubhe school m inventoryving and packaging textbooks
for retum to the MIXE. As the textbooks are packed, a detailed accounting will be made
jolintly by the school and the MDE staff. Under no circumstances should the nonpublic
school pack and return textbooks without the involvement and assistance of MDE
staff.

Unee the textbooks are packed and reconciled with the MDE inventory for each respective
school, the cartons will be sealed and numbered. Once this action is completed, a tentative
receipt will be provided the nonpublic school by the MDE staff. The MDE will notify a
truck line 1o prck wp the textbooks for return 1o the MDE or its designee. All shapping costs
mcurred in the retumn of the textbooks will be paid by the MDE. Once the textbooks are
returned, a formal official recempt will be given o the nonpublic school.
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CALENDARS

Plerse note that the following calendars are for quick reference only. The Mississippi
Department of Education reserves the right to make corrections in the dotes.

2007 ADOPTION CALENDAR FOR LOCAL SCHOOL SYSTEMS

DATE

ACTIVITY/ DEADLINE

August 31, 2007

Each school district will be mailed o Form © onwhich to list the names
and schools of individuals selected to serve on the local selection
committee for each of the instructional arcas included in the adoption.
The name and address of the one person to recaive the official
exomination copics will aiso be indicated on Form C.

September 28, 2007

The completed Form C© is duc to the Mississipp Department of

Education. Texthook Office

December 13-14, 2007

Texthook adoption 18 announced by the Stule Board of Education.

Jdanuary 7, 2008-
January 31, 2008

Local selection committee members will receive examination copies of
texthooks for review prior (o local texthook selection hearings.

January 31, 2008-
February 24, 2008

Local textbook sclection heanngs are conducted at repional sites
throughout Mississippi.

Hamuary 31, 2008-
April 14, 2008

During this penod, the publisher i= not permitted to contact the school
districts until thirty-five days alter presentations for which local
texthoeok hearings are held unless indicated on the Form C.

Muarch 24, 2008 -
April 14, 2008

Texthook-gelection ballots are due i the Textbook Offtce from the
local-school districts thiriv-five days from date of hearing for which
local-texthook héarings are made.

May 2008- June 2008

Orders for newly adopted texthooks for use in the upeoming school year
should be placed i order 1o help prevent back orders in August and
Sepitember.

Examination copies of textbooks and all related materials distributed 1o
the local-selection committees should be returmed Lo the Mississippi

depository.




MISSISSIPPI

TEXTBOOK-ADOPTION SCHEDULE

FUTURE ANNUAL ADOPTIONS

The Mississippi Depuriment of Education reserves the right (0 moke changes.

Subject Areas To Be Adopted

Year af
Adoption

Year Contract
Becomes Effective
e July I

Fiscal
Year(s) nf
Fiuinifin g

Business and Technology Education
Driver's Education
Mathemalics

2007

20008

2004

Apriculture {Vocational)

Business F'echnology (Vocational)
Cooperative Educution { Vocational)
Health Education {(Vocational)

Markceting Education (Vocational)

Trade & Industrial Education {Vocational)

Technology Educntion (Vocational)
Foreien Languape
Sclence

2008

2

2010

Literature
Heading

2mn9

20040

2ol

Social Studics
Visual & Performing Aris
Business & Technolory Education

2010

2011

2012

Comprehensive Health

Dictionaries

English Language Aris

Handwriting

Spelling

Physical Education

Family & Consumer Sciences (Vocational)

2im

2012

2013

Business and Technology Education
Driver Education
Mathematics

2012
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